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Notice
© 1990-1997 NetManage, Inc. All rights reserved.
© 1986 Carnegie Mellon.

Portions of this software are © 1984-1985 Massachusetts Institute of Technology.

No part of this publication shall be reproduced or transmitted in any form or by any
means, electronic or mechanical, for any purpose, without prior written permission from
NetManage, Inc. The information in this publication and the product it describes are
subject to change without notice. The software program described in this publication is
provided to its users pursuant to a license agreement or nondisclosure agreement. Such
software program may only be used, copied or reproduced pursuant to the terms of such
agreement. This publication does not contain or represent any commitment of any kind on
the part of NetManage, Inc.

Disclaimer

NetManage makes no representation or warranties other than the standard warranty with
regard to the contents of this manual or the suitability of this software product for any
particular purpose. Therefore, NetManage assumes no liability for damages incurred
directly or indirectly from errors, omissions or discrepancies between the software and
this manual.

Important : You should carefully read the license terms and conditions included in this
package before you open or use the product. If you do not agree with the terms and
conditions, you should promptly return the product unopened.

Disclosure: Permission to use, copy modify, and distribute portions of this program are
granted by M.1.T. and Carnegie Mellon. Such rights are granted provided that the names
M.L.T. and Carnegie Mellon are not used in any advertising or publicity pertaining to the
distribution of this program or portions thereof. M.I.T. and Carnegie Mellon make no
representations about the suitability of this software, or portions thereof for any purpose.
It is provided "AS IS" without expressed or implied warranty.

Trademarks

NETMANAGE, the NETMANAGE LOGO, WEBSPIDER, ECCO, and SHOOTER are
registered trademarks of NetManage, Inc. in the United States and other countries.
AUTOMATIC INTERNET, CHAMELEON, INTRACHANGE, NEWT, Z-MAIL, Z-

MAIL PRO, and ECCO PRO are trademarks of NetManage Inc..
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Adobe and Acrobat are registered trademarks of Adobe Systems Incorporated.

Ami Pro, Lotus, and WordPro are registered trademarks of Lotus Development
Corporation.

Hayes is a registered trademark of Hayes Microcomputer Products, Inc.

IBM PC/XT/AT and PS/2 are registered trademarks of International Business Machines
Corporation.

Java, JavaScript, and Sun are registered trademarks of Sun Microsystems, Inc.

Microsoft, Windows, Visual Basic, C, and C++ are registered trademarks and ActiveX is
a trademark of Microsoft Corporation.

Post-it is a registered trademark of 3M.

QuickTime and the QuickTime logo are registered trademarks of Apple Computer, Inc.
cc:Mail is a trademark of cc:Mail, Inc.

Eudora is a trademark of The Board of Trustees of the University of lllinois.

Silicon Graphics and InPerson are trademarks of Silicon Graphics, Inc.

Sound Blaster is a trademark of Creative Labs.

WordPerfect is a trademark of Corel Corporation.

All other trademarks or registered trademarks are properties of their respective owners.
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Chapter 1. Introduction

ECCC Pro 4.01 is an Information Manager that provides all the tools you need to
simplify your life — an easy-to-use PhoneBook and Calendar for keeping track of the
appointments and people you deal with daily, and Notepads that let you organize
information in ways to best suit your needs.

Rather than forcing you to accept predefined categories, ECCO gives you the tools to
create your own organizational structure:

 Record and view information in the three ECCO views — PhoneBook, Calendar, and
Notepad.

 Use ECCO Pro to cross-reference, collect, and associate values with items of
information.

» Share information and schedule group meetings with other users by using ECCQO'’s
networking features.

Increase Your Productivity with ECCO

Even if you have never before used a computer to manage your daily information, you'll

be surprised at how quickly ECCO can save you time and help you work more effectively.

ECCO provides you with three primary tools — the PhoneBook, the Calendar, and
Notepads.

The PhoneBook

Need a phone number fast? Can you remember only the person’s first name and the fact

that you met at the Dallas convention? Don't bother fumbling through a pile of business
cards with notes scrawled on the back. ECCQO’s PhoneBook gives you instant access to
names, phone numbers, and personal notes for the people important to you.

You can also create customized PhoneBook forms, add new fields, and add outlines notes

to include contact histories. If you are using a modem, you can have ECCO dial your
PhoneBook entry and automatically log the call. Filters and queries add the power a
paper address book simply can’t match.
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The PhoneBook
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The PhoneBook provides you with a customizable PhoneBook entry form for entering
new names and a phone list for viewing them:

e Quickly find the information you need by searching by first name, last name, or
company.

» Keep a full record of your conversations by adding outline notes to your PhoneBook
entries.

« Display, in spreadsheet-like columns, information such as phone numbers, addresses,
records, and phone conversations.

» Dial and log phone calls automatically.

e Customize the PhoneBook entry form to display only those fields into which you
customarily enter information.

For more information, see the chapter or online help on “The PhoneBook.”
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The Calendar

With ECCO'’s Calendar, you'll always have an answer to the question “What do | have to
do next?” All your scheduled appointments and events are displayed for quick reference.
A Busybar shows you at a glance when you are busy and when you have a free time slot.
“Tickler” reminder notes and customizable alarms for your appointments take the
pressure off your memory skills. Recurring events such as monthly progress reports, a
weekly lunch, or an annual physical are automatically scheduled for you with a simple
menu selection. And because no one’s schedule is immune to changes, ECCO makes it
easy to rearrange your appointments by using the mouse to drag them to a new time or
date.

The Calendar

» Ecco - Brice Keever

File  Edit Miew [tem Format Tools Column  Calendar mgolnlraNet!"" Help

g smel  =ENE] FEEEEE i
Dy Wkl M0| X1 Thursday 1| May | >| <| 15 | >| <|199? | >| EoloTudayl
Appaintmients: Ticklers:  Add...
April 1997 - . = To-Dos 4
SME’W 8:00a &5 51597 | o [Coordinate channel launch
1234 5 9:00a with J.R., Dick, and Dave
6 7 8 8101112 | 10:00a 5-16-97 | @, Check with Seattle U-YWant
13141516171819  [1-005 I
DAZBABE a0p o Lunch with Janet Bein and 51697 | o Cal Seattle City Light about
Chris Mahnken duplicate bill
1:00p 5-19-97 | o, Finish Tutorial and Getting
= ;
May 1997 §i§3p A staTiieetng - 52097 | o g:ll\ﬂfi?g::lfle Mariners
SMTWITFS £
123 4:00p tickets
45678810 5:00p == | 52097 | o ‘erify that Chapter & has
1121314151617 E:00p | been proofed
122 122 g? g; gg gg g? 7.00p 521897 | o Pick up arttwork for Chapter
E:00p 10
3:00p 5-23-97 | @, What happens if ship date
changes?

June 1397 10:00p
EwTwT e | 1100
1234567

52397 | o, Book airlines tickets ta
Charlatte for Christmas

3 91011121314 5-268-97 | © Contact Beci about Sales
151617181920 21 leads

s = | 52797 | o, Check with band

5-208-97 | o Order new Pentium Pro
| computer system =l
14 r]m alendar oneBoo ow To Lse This File alls otlssues A ime & Expenses
Calend Fh Book A How To lse This Fil Call Hat | ) A Time & E A,

1| specities a calor for highlighted text o 472797 11:08 A

The Calendar provides day, week, month, and year views for recording and viewing
appointments and a tickler section for recording and viewing to-do’s and reminders:
* Include outline notes for any appointment or to-do item.

» Set alarms that notify you of appointments and events. You can create multiple
alarms for each appointment or to-do.

» Create recurring appointments and to-do’s automatically, at the time intervals you
specify.
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For more information, see the chapter or online help on “The Calendar.”

You can also use the ECCO Calendar to schedule group meetings with other people on
your network. For more information, see the chapter or online help on “Group
Scheduling.”

The Notepad

If you think back on a typical day, you'll likely realize that most information you deal

with doesn't easily fall into neat categories. ECCO’s Notepads are outlining tools that
give you the opportunity to record information in a way that best suits your needs. Use a
Notepad to keep lists of major and minor points, track a new business plan, or record the
highlights of a recent seminar that you want to remember.

A Notepad
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2

Note: Outlining isn’t limited to the Notepad — it is a basic feature available in all ECCO
views (Calendar, PhoneBook, and Notepads).

For more information, see the chapter or online help on “The Notepad and Outlining.”
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Other ECCO Features

In addition to ECCO views, other features help you find, organize, and view the
information you use every day:

Click the right mouse button to display a pop-up menu that lets you execute
commands for the current view as well as common Edit-menu operations.

Use the ECCO Shoof2to copy information between ECCO and other programs.

Search any ECCO view or file for a group of text items and place them in a separate
Notepad.

Customize the toolbar for instant access to any ECCO command.
Customize the Tools menu for instant access to other programs and files.
Format text using outline styles, character formatting, and text touch-ups.
Share files and schedule group meetings with other users on your network.

Place the same item in multiple ECCO folders simultaneously, the Folder window.
You can then view those items with other related items, from many perspectives.

Add additional information (such as dates or numbers) to items in a view, using
columns in the column pane.

Limit and order the display of items in a view, using filters and sorting.

Add items and their associated values to multiple folders at one time, using forms.
Export phone numbers, appointments, and to-do’s to a Timex Data Link watch.
Synchronize data between the U.S. Robotics Pilot and your ECCO file.

Documentation Roadmap

You are provided with a variety of learning tools to ensure that you can learn ECCO in a
way that best suits your needs:

ECCO Getting Starting Guide: A hands-on approach to learning that walks you

step-by-step through ECCO basics and some intermediate features such as group
scheduling and file synchronization. This printed guide is included with ECCO and
also available in Adobe Portable Document Format (PDF) on the ECCO CD-ROM.

ECCO User’s Guide: Your comprehensive guide for working with ECCO. The

User’s Guide is available in Adobe Portable Document Format (PDF) on the ECCO
CD-ROM, which allows viewing and printing of any part of the User’'s Guide. The
content of the User’s Guide is also contained in the online ECCO Help system.
Printed User’s Guides are available for a nominal charge. Please contact NetManage
ECCO Customer Service for ordering information (see the following section).

Online Help: An online version of this User’s Guide. To access online help, choose
one of the commands from the ECCO Help menu or pess
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e TECHINFO.ECO: This ECCO file contains troubleshooting information and other
technical reference information for using ECCO.

« README.WRI file: This file contains helpful information that was not available
when this manual was printed. This file can be opened with either Microsoft Write
or Microsoft WordPad, included with Microsoft Windows 3.x and 95, respectively.

Note: The documentation set for ECCO Pro 4.01 includes information on all platforms
(Windows 3.1, Windows NT, and Windows 95). Any differences in ECCO
features on a specific platform are noted in the text. Though all pictures in the
printed and online documentation were created with the 32-bit version of ECCO
Pro, the same features and commands described in the pictures are available in the
16-bit version.

ECCO Technical Support and Customer Service

If you need additional information or cannot find the answer you need in the printed or
online documentation, call NetManage ECCO Customer Support at (206) 885-0559.
Telephone support is available Monday through Friday, 7 a.m. to 5 p.m. Pacific time,
excluding holidays.

If you have questions about your product registration, need pre-sale information, or want
to purchase additional copies of ECCO, call NetManage ECCO Customer Service at
(206) 885-4272. Representatives are available weekdays 6 a.m. to 6 p.m. Pacific time,
excluding holidays.

ECCO Online

The following online options provide 24-hour access as well as file libraries for
downloading technical notes, additional templates, and maintenance releases. Suggestions
and comments are also welcome.

Service Access
News Server forum.netmanage.com
Newsgroups:

netmanage.products.ecco.discussion
netmanage.products.ecco.misc
netmanage.products.ecco.network
netmanage.products.ecco.sales
netmanage.products.ecco.support
netmanage.products.feature-request

Internet eccosupport@netmanage.com [technical support]
eccoservice@netmanage.com [customer service]
FTP Server ftp.netmanage.com
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Other NetManage Products

NetManage is committed to expanding network capabilities in line with existing products,
such as ChameleonNFS/Xor all Windows platforms. We will maintain our high
standards for ease of use and integration with Windows.

Our current set of products includes:
« ChameleonNFS/X: TCP/IP applications suite for Windows systems, including NFS
client and server for Windows systems, plus Xoftware for X-Windows.

«  Chameleon HostLink: comprehensive TCP/IP application suite including IBM
mainframe, AS/400, and UNIX/VMS host access for SNA, TCP/IP, and
asynchronous connections.

« IntraNet Forum Server: A high-end IntraNet discussion server, based on the Network
News Transport Protocol (NNTP).

« Internet Chameleon Internet dialup access
«  NEWTWatch: SNMP-based desktop management

* NEWT-SDK: Development kit for TCP/IP DLL, FTP DLL, SMTP DLL, SNMP
DLL, and ONC RPC/XDR.

« NEWT IntraNet ActiveX: Development kit for ActiveX Controls.

« ECCO Pro": Personal information management and workgroup communications
application.

« Z-Mail Pro": Set of e-mail related applications that let you send and retrieve
electronic mail.

We also have native-language versions of some of our products in:

* Chinese
e Dutch

* French

+ German
e ltalian

e Japanese

* Korean

» Portuguese
e Spanish
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Chapter 2. Setup and Installation

ECCO Pro 4.01 System Requirements

Before installing ECCO, be sure your computer meets the minimum system requirements:

IBM PC, PS/2, or 100% compatible computer
Mouse or other pointing device

Microsoft’ Windows' 95 or Windows NT 3.51 or later operating systems (Windows
3.1 or higher for ECCO Pro 16-bit version)

8 megabytes (MB) of RAM (12 MB or more recommended)
12 MB of free hard disk space for minimum install; 16 MB for full install
CD-ROM drive

Haye$-compatible modem is required to use the Phone Dialer feature and fax
modem for Correspondence Manager faxing features

Installing ECCO

When you insert the ECCO Pro 4.01 CD into your CD drive, the setup program
automatically launches if your system has CD autoload enabled (which is the default in
Windows 95 and Windows NT 4.0).

Before installing ECCO, exit any virus checking or screen saver programs

To install ECCO Pro for Windows 95 or Windows NT 4.0

1.
2.
3.

Insert the ECCO Pro CD into the CD drive.
An autostart program will automatically initiate the installation process.

When the installation wizard prompts you, specify the folder into which you would
like the ECCO Pro 4.01 files to be installed.

When the installation wizard prompts you, specify the files you want to be installed
by checking the appropriate checkboxes. All files are selected by default.

When the installation wizard prompts you, specify a program group in which to place
the icons for ECCO Pro.

You can cancel the installation at any time by choosing the Cancel button. To
proceed to the next panel of the wizard, choose Next. If you want to change
information you have previously entered, choose the Back button.
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The last panel of the wizard has a Finish button. Choose the Finish button to begin
the installation. When the installation is complete, a dialog is displayed confirming a
successful installation of ECCO Pro.

Note: For upgrade installation information, see the README.WRI file in the installation
directory of the ECCO Pro CD.

To install ECCO Pro for Windows 3.1x and Windows NT 3.51

1. Insert the ECCO Pro CD into the CD drive.

2. In Program Manager, choose the Run command from the File menu.

3.  When the installation wizard prompts you, specify the directory into which you
would like the ECCO Pro 4.01 files to be installed.

4. When the installation wizard prompts you, specify the files you want to be installed
by checking the appropriate checkboxes. All files are selected by default.

5. When the installation wizard prompts you, specify a program group in which to place
the icons for ECCO Pro.

You can cancel the installation at any time by choosing the Cancel button. To
proceed to the next panel of the wizard, choose Next. If you want to change
information you have previously entered, choose the Back button.

The last panel of the wizard has a Finish button. Choose the Finish button to begin
the installation. When the installation is complete, a dialog is displayed confirming a
successful installation of ECCO Pro.

Note: For upgrade installation information, see the README.WRI file in the installation
directory of the ECCO Pro CD. You may also access the README.WRI file by
choosing the ECCO Pro README button on the first panel of the installation
wizard.

Starting ECCO

After you have installed ECCO, you are ready to start the program.

To start ECCO
1. Start Microsoft Windows 95, Windows NT, or Windows 3.1x.

For more information about running Microsoft Windows 95, Windows NT, or
Windows 3.1x, see your Microsoft Windows documentation.

2. Choose the Start button on the Windows taskbar, select Programs on the Start menu,
then NetManage ECCO Pro, then NetManage ECCO 4.0.

Or if using Windows NT 3.51 or Windows 3.1x:
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Open the ECCO program group, if it is not already open and double-click the ECCO
icon.

The ECCO program window appears. It remains empty until you create a new file or
open an existing file.

To Create a New File

From the File menu, choose New. ECCO opens a new, untitled file based on the template
DEFAULT.ECT.

To Open an Existing File
1. From the File menu, choose Open. The File Open dialog box appears..
2. Inthe File Name box, type or select the name of the file you want to open.

3. If the file you want to open is not listed, specify the location in which you saved the
file with the appropriate dialog box options.

4. Select the name of the file you want to open, and then choose the OK or Open button.
ECCO opens the file.

Note: ECCO lists the last four files you closed at the bottom of the File menu. To open a
recently closed file, choose it from the menu.

Using Templates

An ECCO template is a file (with the extension .ECT) that you can use as a model to
create other files of the same type. Because templates contain views with predefined
folders and columns tailored to specific professions, they can help you become productive
quickly. For example, the Sales template (SALES.ECT) is specifically designed to meet
the needs of sales professionals.

Each ECCO template includes a view titled “How to Use This File” that describes how to
get the most out of each template.

To Create a New File Based on a Template
1. From the File menu, choose Open.

The File Open dialog box appears.
2. Inthe List Files Of Type box, select the ECCO Templates (*.ECT) option.
3. Select the TEMPLATE folder.

A list of all available templates appears.
4. Select a template.

5. Choose the OK or Open button.
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ECCO opens a new, untitled file based on the template you selected.

To Create a New Template

You can create a template based on any ECCO file.

1.
2.

3
4,
5
6

Open the file on which you want to base the new template.

From the File menu, choose Save As.

The Save As dialog box appears.

In the File Name box, type a name for the template.

Specify the location in which you want to save the file.

In the Save File Type As box, select the ECCO Templates (*.ECT) format.

Choose the OK or Save button. ECCO saves the file as a template.

Note: Once you're familiar with ECCO, you might want to create a custom file that has

no predefined template information. To do so, presstReor SHIFT key while
you choose New. ECCO will create a file that contains only a PhoneBook and a
Calendar. You will have to explicitly create any desired Notepads.

Navigating in ECCO

In this section, you'll learn the features of the ECCO program window and the basics of
ECCO navigation. Familiarity with the Microsoft Windows 95, Windows NT, or
Windows 3.1x graphical environment is assumed. If you need more information, refer to
your Microsoft Windows documentation.
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The following illustration (which displays a Notepad for demonstration purposes) shows
the key features of the ECCO program window:
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The following table describes the key features of the ECCO program window:

Feature

Menu bar

Toolbar

Repeat box

Column pane

Tabs

Description

Contains main ECCO menu names. Choose a menu name to
display a drop-down list of commands.

You can speed up your work by using command buttons located
on the toolbar. You can customize the toolbar to contain the
ECCO command buttons you use most often.

Choose the Repeat box to repeat the command last chosen or to
customize the toolbar (by using the right mouse button to drag
the button that appears in the box).

An area of each view in which you can display columns to enter

and display values such as dates, numbers, and check marks.

You can move from one ECCO view to another by clicking a

tab.
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Feature

Tab scrolling buttons

Status bar

Files menu

Folder window

ECCO Views

Description

Appear when there are more tabs than can be displayed at one
time. Choose the button on the far left to display the first tab;
choose the second button from the left to display the previous
tab; choose the second button from the right to display the next
tab; choose the button on the far right to display the last tab.

Displays the current date and time as well as information about
the selected command, and it indicates whether a filter has been
applied to the active view. It also contains the Show/Hide
Toolbar button and context-sensitive help messages.

Appears whenever multiple ECCO files are open. Use the Files
menu to switch from one open file to another.

You create and organize folders in the Folder window. You also
use the Folder window to edit existing folders, view folder types,
change folder preferences, add items to folders, and remove
items from folders.

An ECCO file has three main views — the Calendar, the PhoneBook, and the Notepad.

Each ECCO view is a window. Each ECCO window can display three additional views at
one time. For example, if you are in the Calendar, you can “add” a Notepad to the
Calendar so that the Notepad and the Calendar are displayed side by side.

To Switch between ECCO Views Using the Menu Bar

From the View menu, do one of the following:

* To switch to the Calendar, choose Calendar.

* To switch to the PhoneBook, choose PhoneBook.

» To switch to a Notepad, choose Notepads, and then choose a notepad name from the

submenu.

To Switch between ECCO Views Using Tabs

Choose the tab for the view you want to see.

Note: You can also switch between views by using the keyboard or the toolbar. For

more information about customizing the toolbar, see the online help or chapter on

“Using the Toolbar.”
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ECCO Files

In ECCO, you can have multiple files open at one time and move between them as you
work. You switch to another open file using the Files menu. The Files menu is displayed
in the lower-right corner of the ECCO Program window whenever multiple files are open.

To Switch between ECCO Files

From the Files menu in the lower-right corner of the ECCO program window, choose the
file you want.

| Files [ #]
Saving an ECCO File

When you select Save from the File menu, you save all changes made in any view in the
active file. You can set save options for all your ECCO files such as autosave every
minutes and autosave on file close or file-specific backup options, such as keeping
multiple rotating backups and daily backups to a network.

To Save an ECCO File
1. From the File menu, choose Save.

» If you are saving an existing (previously saved) file, ECCO simply saves the file
under the existing name to the location specified when you last saved the file.

« If you are saving a new, unnamed file, ECCO displays the Save As dialog box.
Follow steps 2 through 4 to complete the process.

2. Inthe File Name box, type a name for your file.
3. Specify the location in which you want to save the file.

4, Choose the OK or Save button.

To Set Save Options

To customize the saving process, use the save options in the ECCO Options property
sheet.

1. From the Tools menu, choose Options. The ECCO Options property sheet appears.
2. Onthe Files tab, select one or more of the following:

» To save your file automatically at a regular interval, select the Autosave All Files
Every option, and then select a time interval from the list.

» To save automatically on closing without a prompt, select the Autosave on File
Close option.

3. Choose the OK button.
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To Set File Specific Save Options

1. From the File menu, choose Properties. The File Properties property sheet appears.

2. On the Backups tab, select one or more of the following:

e To save backup copies, in the Local Backup section check Keep Backup Copies
of This File and enter number of backup copies you want ECCO to save. Each
time you exit, ECCO creates a new backup copy with the extension .BK1 (the
most recent backup), .BK2, and so forth, up to the number specified.

» To save a copy of your file to a network directory automatically on closing,
select Save a Daily Backup to the Network in the Network Backup section, and
then specify the network location in which you want to save the file.

Closing Files and Exiting ECCO

When you are finished working with an ECCO file, you have two options — you can
close it and remain in ECCO, or you can close it (along with all other open files) and exit
ECCO.

To Close the Active File and Remain in ECCO

From the File menu, choose Close. If you have not saved changes, ECCO asks whether
you want to save them.

To Close All Open Files and Exit ECCO

From the File menu, choose Exit. If you have not saved changes, ECCO asks whether
you want to save them.
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Chapter 3. The Calendar

About the Calendar

Use the Calendar to record appointments on your computer just as you use a paper

organizer or other paper calendar. Once you've recorded your appointments, ECCO
gives you a number of ways to save yourself time and keep your schedule on track—ways
that a paper calendar doesn’t provide, such as:

View your schedulea day, a week, a month, or a year at a time.

Schedule an appointmenby clicking in the Appointment section, or by dragging a
name from your PhoneBook or from any Notepad to the Calendar.

Remind yourself of to-do’s and upcoming appointmentsvith a list of tickler
items. Just click in the Tickler section to add a reminder.

Set alarmsthat notify you of appointments and events.

Create recurring appointments and eventautomatically, at the time interval you
choose.

Store important information about your appointments and tickler items with outline
notes.

Use columns to give priority or other valuego your appointments and tickler
items.

Schedule group meetingsvith anyone connected to your ECCO Workgroup
Directory. For more information, see the chapter or online help on “Group
Scheduling.”

The Date Settings dialog box is a compact tool for specifying settings for your
appointments, tickler items, alarms, recurring events, and Busybar block colors.

The Calendar Window

The Calendar window appears inside the ECCO program window. To switch to the
Calendar, choose Calendar from the View menu or click the Calendar tab.
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Sidebar Status icon Tickler section

Day/Week/Month/Year buttons: Switches between daily, weekly, monthly and
yearly views of your calendar.

Navigator: Lets you travel backward and forward through your calendar. ECCO
immediately displays the appointments and tickler items for the dates you specify.

Go to Today button: Instantly returns you to the current date.

Calendar/PhoneBook button: Displays the Calendar and PhoneBook side by side.
You can drag names from the PhoneBook to the Calendar to schedule an
appointment in the Appointment section.

Sidebar: Displays “thumbnail” calendars of the current, previous, and next month,
or it displays a Busybar that shows your appointments in timeline form.

Appointment section: Create and modify your appointments here. You can also
add information in outline form for each appointment item you schedule.

Status icons: Show you at a glance the items with associated alarms and items that
are recurring events.
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« Tickler section: Displays reminders that “tickle” your memory about things you
need to do or upcoming appointments you need to prepare for.

* Add Tickler button: Displays the Add Tickler Item dialog box.

Viewing Your Schedule

As you plan and create your appointments and to-do’s, you might want to look at one
day’s events in detail or get an overview of the weeks, months, and year to come. There
are five ways in which to view your schedule:

e Move through the Calendar a month, day, or year at a time.

* Move to today’s date by choosing the Go To Today button.

» View a particular day, or a week, month, or year at a time, using the Day, Week,
Month, and Year buttons.

» Display weeks and months in detail, or in a summary “planner” format.

» Use the sidebar to display three months at a glance, and move to any date by clicking
it. Or, display busybars showing your scheduled appointments in timeline form.

Moving To A Date

ECCO offers you four ways to move to any date in your Calendar:
e Select a date using the Navigator.

» Use the keyboard shortcuts listed below.

+ Click a date in the sidebar.
* Choose the Go to Today button to return to today’s date.

The Navigator displays the currently selected date of the active Calendar and lets you
select any date:

«| Apr [»| <] 28 »] «|1997 |»]

« Click the text of the Navigator buttons to display drop-down lists of months, days,
and years, and choose the one to which you want to move.

»  Click the arrow buttons to move forward and backward by month, day, or year. These
buttons will either move you directly to a different date or will display a set of days,
months, or years from which to choose.

For example, to go from April 28, 1997 to May 1, 1998, you would make selections that
result in the following screen display:
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Use the Navigator’s drop-down lists to move to a specific month, day, or

year.

4| Apr |»] «| 28 || «EEEE |

1995 »

1996 *

1997 »

Jan

1999 » Feb
Mar
Apr
ﬁmnmmﬂ
Jun * il -
Jul > 3] 4] B 6| 7| 8| 3
Aug ¥ 0| 11| 12| 13| 14| 15| 16
Sep * 17| 1a| 13| 20| 21| 22| 23
Oct » 54125 | 26| 27| 23| 29| a0
Nov » — === [~ | |~
Dec !

You can also move quickly between dates by using the following keyboard shortcuts:

To Press

Go to today ALT +G

Go to date—specify date or number F4
of week

Go to previous year F5
Go to next year F6
Go to previous month F7
Go to next month F8
Go to previous day F9
Go to next day F10

Viewing Your Schedule by Day, Week, Month, or Year

Click the Day, Week, Month and Year buttons (at the far left of the Calendar window) to

view your schedule for the day, week, month, or year of the date displayed in the
Navigator. The Tickler section also changes to reflect the reminders you have created for

the selected day, week, month, or year.

Dy | e Mo

Yr
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Displaying Weeks and Months in Summary or Detalil

The ECCO Calendar can display the selected week or month in detail (as a scrolling list
of your appointments) or in summary (a graphical display of squares that resembles a
“planner” paper calendar, showing your appointments and, optionally, your tickler items).
A black bullet appears below the number of the currently-selected date.

Note: When you display your appointments by week or by month in detail, you can
expand or collapse the appointments for a day by double-clicking the folder icon
to the left of the day, or jump to a particular day by clicking that day in the
sidebar

To customize the font size of text in the week and month summary displays, press the
Font button (between the Navigator and the Go to Today button).
To switch between detail and summary displays

Do any of the following:

« In either summary or detail display, click the Degilmmarybutton on the Calendar
toolbar.

* In either summary or detail display, pressrFT + F10.
* In a summary display, click a date and, from the pop-up menu, choose Go to Day.
* In a summary display, double-click anywhere in a date.

ECCO displays in detail the day display of the date you selected.

ECCO remembers your display choice the next time you view the Calendar by week or
month.

To select a date in a summary display

Do any of the following:

» Use the Navigator

* Click in the sidebar
e Click anywhere in a date square

When you click a date, a pop-up menu opens, including commands for:

e Adding, deleting, or modifying an appointment, multi-day appointment, or tickler
item

* Adding a group meeting
» Displaying the selected day in detail

Choose a command, or presscto close the pop-up menu.
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Note: You can also change an appointment or tickler item by dragging it to any other
date in the current week or month.

To display or hide tickler items in summary displays

1. From the Calendar menu, choose Options.

ECCO displays the Calendar Options property sheet.
2. Choose the Ticklers tab.

3. Select or deselect the Week and Month options under Show Ticklers in Summary
Views for.

4. Choose OK.

To display day details in summary displays
1. Click the date and, from the pop-up menu, choose Show Day Details.

ECCO displays the Day Details dialog box. The text box displays the full text of any
items associated with this date.

2. Choose the Go to Day button to view the Calendar by day, or choose the Done
button.

Using the Sidebar and Busybars

The vertical sidebar at the left-most side of the Calendar displays either:

e Three-month “thumbnail” calendars.

* A Busybar, which shows your appointments and recurring events in timeline form by
day, week, or month. Each appointment or event appears as a colored Busybar
block.

* No Busybar.

The three-month calendar displays the month selected in the Navigator and the months
immediately before and after it. The Busybars display the day, week, or month of the date
currently selected in the Navigator. These Busybars are independent of the way your
schedule is displayed (using the Day, Week, Month, and Year buttons). For example, you
can display today’s appointments, and have the Busybar show your busy periods for the
entire month.

You can specify a different busybar for each calendar display.

To change the sidebar display

1. From the Calendar menu, choose Sidebar Shows.

2. From the submenu, choose one of the following:
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To hide the sidebar, choose No Sidebar.
To display “thumbnail” calendars of the next, previous, and current

months, choose Three Months.

To display a Busybar, choose Day Busybar, Week Busybar, or Month

Busybar.

Note: Click the right mouse button in the sidebar to open a pop-up menu containing

To change an appointment’s time, drag the middle of its Busybar block to a new position

these same commands.

in the Busybar.

To change appointment’s duration, drag either end of its day or week Busybar block to
make it longer or shorter. As you drag, ECCO displays the duration in 15-minute
increments.

Each appointment’s Busybar block can have any color you specify in the Date Settings
dialog box or the Edit Appointment or Tickler Item dialog box.

Customizing the Calendar’s Appearance

ECCO offers you a number of ways to customize the Calendar’s appearance. You can set
default options, specify international date and time formats, and display the Tickler
section above or beside the Appointment section.

To set calendar options

1. From the Calendar menu, choose Calendar Options.

ECCO displays the Calendar Options property sheet.

2. Choose the Appointments tab to:

Start the week on Monday instead of Sunday.
Change the start and end times of your day.

Change the default appointment duration (for example, from one hour to a half
hour).

Change the default appointment time slot that appears in the Calendar.

Change standard settings for appointment items.

3. Choose the Ticklers tab to:

Show or hide tickler items in the week and month summary views.
Show the Tickler section to the right or on top of the Appointments section.

Change standard tickler item options.

4. Choose the Time Zone tab to:
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» Set the primary time zone for group scheduling.
» Set time zone adjustments.
5. Choose the Holidays tab to:

» Select the country for which you want to view national holidays. Select none
for no holidays.

» Create, edit, and custom holidays.

6. Choose the OK button.

The Calendar changes to reflect the options you specified.

ECCO automatically uses the country and language set in the Regional Settings option on
the Control Panel (in the Windows NT 3.51 Control Panel use the International option) to
determine time, date, number, and currency formats. For example, if you specify the
country as Sweden, the Navigator and all dates change to year/month/day order, and times
are displayed using the 24-hour clock.

You can resize the Tickler section and Appointment section by dragging the bar in
between them (the pointer becomes a double-headed arrow). If a section disappears,
pressFi2to reopen it.

By default, ECCO displays the Appointment section and Tickler section side by side;
however, you can choose to arrange them vertically.

To rearrange the Appointment and Tickler sections

1. From the Calendar menu, choose Options. ECCO displays the Calendar Options
property sheet.

2. Select the Ticklers tab.

3. Under Tickler Section Position, select either On Right Side of Appointments or On
Top of Appointments.

You can also change the Tickler section position when in the a Calendar detail view
by selected Show Tickler Section on Top from the Calendar menu.

Note: ECCO is sensitive to state of your computer screen, so this command may be
unavailable if the active ECCO window is crowded or if your monitor display is at
a low resolution.

To add a customized holiday
1. From the Calendar menu, choose Options.

ECCO displays the Calendar Options property sheet.
2. Choose the Holidays tab.
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3. Choose the Custom Holiday button.

The Manage Custom Holidays dialog box appears.

4. Choose the New button.
The Custom Holiday dialog box appears.

5. Specify the date and type a description of the holiday in the Title text box.

6. Choose OK, and then choose the OK button in the Manage Custom Holidays dialog
box.

7. Choose OK on the Calendar Options property sheet.

Note: ECCO can display national holidays for many different countries. From the
Calendar menu, choose Options, then the Holidays tab. Select a country from the
drop-down list next to Show Holidays for. To display no holidays, choose None
from the list.

Creating and Managing Appointments

An appointments an item that has a time associated with it. While you can create items
with time values in any ECCO view, the Calendar lets you schedule and manage your
appointments at a glance. Display your Calendar by day, week, or month, in detail or in
summary, and click in any day to add an appointment, or click any existing appointment
to change it.

You can also schedule appointments by dragging any name or item from the PhoneBook
or any Notepad into the Calendar. Outline notes for appointments can provide important
additional information, such as meeting agenda items or directions to a location. Remind
yourself of upcoming appointments with tickler items, or by setting alarms. If an
appointment occurs regularly, you don’t need to enter it over and over—just make it a
recurring event.

The Date Settings Dialog Box

The Date Settings dialog box is a compact tool for changing the settings for a selected
appointment. You can use it to change an appointment’s date and times, add a tickler
item for the appointment, set alarms, make the appointment a recurring event, and change
the color of the appointment’s Busybar block. When a tickler item, alarm, or recurring
event is set for the appointment, a red triangle appears in the upper-left corner of the
respective button.

You can open the Date Settings dialog box by:

e Clicking the time next to an existing appointment or the date next to a Tickler item.

* Selecting an appointment or item and choosing Time, Date, Alarm, etc. from the
Calendar menu.

Page 36



Mini-Navigator

[
S MTWTF S| @ Tckler...
1.2 3
£y 5 7 5 g 0| 2 Alems
. 1112 13 14 15 16 17 | & Becur
Date grid =1 |5 15 20 21 22 23 24 T Color
25 26 27 28 28 30 :
L + Group...
Hours and =1 |:00[F |to 2|:00[Fr| Help
minutes buttons Click an time or day to change Appt

In summary displays of the Calendar, the Date Settings dialog box is not available;
however, the Edit Appointment or Tickler item dialog box contains similar options.
Select the appointment, right mouse click, and select Modify.

Mini-Navigator: Moves the date grid forward or backward by month or year.
Cancel: Cancels any changes made and closes the dialog box.
OK: Enters any options selected and closes the dialog box.

Date grid: Changes the date for the selected appointment. The appointment date
appears in black, and the current date is shown in blue. If the appointment date is
today’s date, then it appears in red.

Tickler: Sets tickler item options, such as beginning and ending dates.
Alarms: Creates new custom alarms and edits existing ones.

Recur: Makes the selected item recur at the time interval you specify.

Color: Changes the color of the Busybar block for the selected appointment.

Group: Displays the group scheduling menu from which you can choose to make a
group meeting or keep the selected time available for other appointments or
meetings. For more information, see the chapter or online help on “Group
Scheduling.”

Hours and minutes buttons: Changes the beginning or end time of the selected
appointment.

A or P button: Toggles the selected appointment between AM and PM.
Help button: Displays help information about the Date Settings dialog box.

Note: If you select an item not associated with a time (for example, in the Tickler

section) and display the Date Settings dialog box , the Group, Hours, Minutes, A,
P, and Help buttons are replaced by a Time button. Click the Time button to
display the hidden buttons.
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Scheduling Appointments

When you first open the Calendar, by default you see the detail display of the current day.
Time slots appear at the left side of the Appointment section in one-hour increments. The

simplest way to create an appointment is to select a time and type an appointment
description. If a Busybar is visible, the appointment’s Busybar block appears init. To
schedule an appointment on a date that is not displayed, move to the date you want, and
then create the appointment; or schedule the appointment, and then change its date.

To schedule an appointment in day display

1. From the Calendar menu, choose Add Appt. Item, or either click to the right of the
time at which you want the appointment to begin or userh&rROWandbowN
ARROWKkeys to select a time slot.

2. Type a description for the appointment.

To schedule an appointment in detail display of a week or
month

1. From the Calendar menu, choose Add Appt. Item.
2. Type a description for the appointment.

Note: To change the default duration of ECCO appointment time slots (for example, to
30 minutes or two hours), choose the Options command from the Calendar menu
and select the Appointments tab. Select a Default Appointment Duration from the
list box.

To schedule an appointment in summary display of a week or
month

1. From the Calendar menu, choose Add Appt. Item, or click a date and, from the pop-
up menu, choose Add Appt. Item.

The Add Appointment dialog box appears, displaying the selected date.
2. If appropriate, take any of the following actions:

e Change the time or date of the appointment.

» Create a tickler item reminder for the appointment.

e Create an alarm for the appointment.

* Make the appointment a recurring event.

« Change the appointment’s busybar block color.

3. Under Enter Appointment, type a description for the appointment.
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4. Choose OK to return to the summary display, or choose the Jump to Notes button to
add an outline note for the appointment and view the Calendar by day. Outline notes
do not appear in summary displays.

Note: In any display of the Calendar, the Add Appt. Item command is also available
from a pop-up menu when you click the right mouse button.

Scheduling Appointments Using the PhoneBook
You can schedule an appointment with anyone in your PhoneBook by viewing the
PhoneBook and the Calendar side by side and dragging a name into the Calendar.
To schedule an appointment using the PhoneBook
1. From the Calendar menu, choose Use with PhoneBook.

Or

Choose the Calendar/PhoneBook button. The Calendar and PhoneBook appear side
by side, in the PhoneBook window tab, and the Calendar is displayed by day. You
can use the Navigator or the Week and Month buttons to move to another date, or use
the DetailSummanybutton to display the Calendar by week or day in summary.

2. Inthe PhoneBook list, point to the item bullet next to the name you want and hold
down the left mouse button. The pointer changes to the item move icon.

3. Drag the name to the time slot or day of the Calendar on which you want to schedule
the appointment. If the Calendar is displayed by day, the appointment is scheduled in
the time slot you selected. In detail display of a week or month, the appointment is
scheduled in the earliest available time slot. If the Calendar is displayed by week or
month in summary, the Make Appointment or Tickler dialog box appears, containing
options similar to the Add Appointment dialog box.

4. Take any actions you want, and then choose the OK button. The appointment is
scheduled in the Calendar, and also appears as an outline note under the name in the
PhoneBook. Any changes you make to the appointment are reflected in both places.

Scheduling Multi-Day Appointments

Create a multi-day appointment for any appointment or event that spans more than one
day, such as a three-day seminar or a two-week vacation. Multi-day appointments appear
in the Tickler section, and in solid red at the top of any Busybars. In summary displays,
they appear on the dates you specify, preceded by a double asterisk.

To schedule a multi-day appointment

1. From the Calendar menu, choose Add Multi-Day Appt.

ECCO displays the Add Multi-Day Appointment dialog box.
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2. In the Beginning list box, select the date on which the appointment or event will
begin.

In the Ending list box, select the date on which the appointment or event will end.
Type a description for the appointment in the Appointment Text box.

Deselect Keep time available for meetings to block out days for group scheduling.

o 0 M w

Choose the OK button to return to the summary display or, if the Calendar is
displayed in summary, choose the Jump to Notes button to add an outline note for the
multi-day appointment, and view the Calendar by day. Outline notes do not appear in
summary displays.

Note: In any display of the Calendar, the Add Multi-Day command is also available from
a pop-up menu when you click the right mouse button.

Changing an Appointment

As your schedule changes, you will probably want to change the text or
settings of an appointment.

» To change an appointment’s description when the Calendar is displayed by day or in
detail just select the description and edit the text.

e To reschedule an appointment quickly, drag it to a new time or date. If the Calendar
is displayed in summary, the Change Time? dialog box appears. Specify a new time,
or keep the same time, and choose OK

« If a Busybar is displayed, you can also reschedule an appointment by clicking the
middle of its Busybar block and dragging it to a new position in the Busybar.

* To change an appointment’s duration quickly, drag either end of its Busybar block to
make it longer or shorter. As you drag, ECCO displays the duration in 15-minute
increments.

» If the Calendar is displayed by day or in detail, you can also select the appointment,
pressF2to select new times or a new date. The date you enter need not be visible in
the Calendar.

« Or, to change any of an appointment’s settings, you can use the Date Settings dialog
box or the Edit Appointment or Tickler dialog box.

To change any of an appointment’s settings

1. If the Calendar is displayed by day or in detalil, click the time to the left of the
appointment, or select the item and choose Time, Date, Alarm, etc., from the
Calendar menu, to open the Date Settings dialog box. However, if the Calendar is
displayed in summary, click the appointment and, from the pop-up menu, choose
Modify to open the Edit Appointment or Tickler dialog box.

2. Take one or more of the following actions:
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Select a new date in the date grid. The appointment’s current date is bold and
underlined and the date currently selected in the Calendar’s Navigator is
highlighted in black. To change the month or year, use the Mini-Navigator
above the date grid.

Change the appointment’s beginning or end times, or both, using the hours and
minutes buttons.

Create a tickler item for the appointment.
Create an alarm for the appointment.
Make the appointment a recurring event.

Change the color of the appointment’s Busybar block. Choose the Color button
and, from the pop-up menu, select a color.

Create a group meeting.

Edit the appointment’s description (in the Edit Appointment or Tickler dialog
box only).

3. Choose the OK button, or in the Edit Appointment or Tickler dialog box only, choose
the Jump to Notes button to add an outline note for appointment, and view the
Calendar by day. Outline notes do not appear in summary displays.

Deleting Appointments

ECCO preserves appointments indefinitely unless you delete or archive them. You can
delete an appointment from the Calendar only, or delete all occurrences of the item in all
ECCO views (for example, if you have dragged a name from the PhoneBook to the
Calendar).

To delete an appointment

1. Select the appointment you want to delete.

If the Calendar is displayed by day, or by week or month in detail, from the Edit
menu, choose Delete Items.

If the Calendar is displayed in summary, from the pop-up menu, choose Delete.
If the appointment appears only in the Calendar, it is deleted.

If the appointment appears in any other ECCO views, the Delete Items dialog
box appears (if the Calendar is displayed by day or in detail), or the Delete
Appointment or Tickler dialog box appears (if the Calendar is displayed in
summary).

2. If a dialog box appears, take one of the following actions:

To delete the appointment from the Calendar only, select the Delete From
Calendar and Date Folder option, or the Delete From Calendar Only option.
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e To delete the appointment from all ECCO views, select the Delete entirely from
file (all Views) option.

3. Choose the OK button.

Ticklers: To-Do’s and What's Ahead

For many people, a simple list of calendar appointments isn’t enough of a memory aid.
You might also want to create a list of tasks to do each day. Or you might want to keep
track of upcoming events so you can prepare for them. To-do’s and reminders of
upcoming appointments or events appear as tickler items in the Tickler section of the
Calendar, when the Calendar is displayed by day or by week or month in detail.

The Tickler section can display the column pane. Use columns such as “Priority” or “Hot
Issues” to prioritize your reminders efficiently. Tickler items in the Tickler section can be
sorted by their text or column values, just like other items. For more information, see the
chapter or online help on “Working with Iltems and Formatting.” When the Calendar is
displayed by week or month in summgatigkler items appear above each day’s
appointments.

You can create and view two types of tickler items:

»  Tickler items without specific times (to-do’s): Type reminders directly into the
Tickler section, or add them to a date in a summary display. For example, put a
shopping reminders or a phone call you want to make onto your daily to-do list
without assigning a time to them.

« Tickler items for appointments: Create a tickler item for a scheduled appointment
(with a specific time) to remind you of it in advance. For example, you could remind
yourself to prepare a project report several days before the meeting at which you're
scheduled to present it.

If you have a large number of tickler items or appointments, you might want to expand or
collapse the folders in the Tickler section that contain tickler items by double-clicking the
folder icons. You can also resize or rearrange the Tickler section and Appointment
section or show or hide tickler items from summary displays. Just like appointments,
tickler items can have outline notes.

Creating a To-Do List

On any day, you might want to create a list of to-do tasks that do not have specific times,
such as calling a colleague or sending a birthday card. You can create tickler items for
these tasks by entering them in the Tickler section or by adding them to any date
displayed in summary.

Note: Any item in the PhoneBook or in any Notepad can also appear in the Calendar as a
tickler item. Select the item and, from the Tools menu, choose Ticklers.
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To add a tickler item to the Tickler section

The Tickler section appears when the Calendar is displayed by day, or by week or month
in detail. If necessary, move to the date on which you want to add the to-do item before

you create it.

1.

6.

From the Calendar menu, choose Add Tickler, or click the Add button in the Tickler
section.

The Add Tickler Iltem dialog box appears, with the event date shown as the date
selected in the Navigator.

Add Tickler ltem HE
Add TicklerFar: — Apr1,1397
Tickler Text

Cancel
Call NWAF for event sponsorship info =

|

Advance Warning INune j

[Begin showing in Calendar)

Carry Forward: IUmiI matked Done j

Type of Tickler (Add to which Folder ):
ITD’DD‘S j

In the Tickler Text list box, type a description for the tickler item.

In the Advance Warning list box, specify the number of days or weeks before the
event you want to begin showing the item in the Tickler section.

In the Carry Forward box, specify the number of days or weeks after the event you
want to show the item in the Tickler section. By default, the tickler item will appear

until you mark it as done.

If you want, select a different folder in which to include the tickler item from the

Type of Tickler list box. By default, the To-Do’s folder appears in the Tickler
section. If you add a tickler item to a different folder, such as Birthday or Start Dates,
that folder will appear in the Tickler section for as long as you specify that the item
appears. If you select a different folder, the default beginning and ending settings

may change.

Choose the OK button.

Note: In any display of the Calendar, the Add Tickler command is also available from a

pop-up menu when you click the right mouse button.
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To add a tickler item in summary display of a week or month

1. Select a date and, from the Calendar menu, choose Add Tickler, or click on the date
and, from the pop-up menu, choose Add Tickler.

The Add Tickler dialog box appears, with the event date shown as the date selected
in the Navigator.

2. Inthe Enter Reminder or To-Do text box, type a description for the tickler item.

3. If you want, take one or more of the following actions:
» Use the date grid or the Mini-Navigator to select a different event date.
» Select a different folder in which to include the tickler item.
e Choose the Tickler button to select beginning and ending settings for the item.
* Choose the Alarms button to create an alarm for the tickler item.
» Choose the Recur button to make the tickler item a recurring event.

4. Either choose the OK button to return to the summary display (the tickler item
appears on the date you specified, preceded by the name of its folder), or choose the
Jump to Notes button to add an outline note for the tickler item and view the
Calendar by day. Outline notes do not appear in summary displays.

Note: To hide or show tickler items in summary displays, choose the Options command
from the Calendar menu, then choose the Ticklers tab and select Week and/or
Month under Show Ticklers in Summary Views for.

Creating Advance Warning for Your Appointments

Suppose you have an important meeting or presentation coming up. It's not enough to
have the event itself on your schedule; you might need reminders for a few days in
advance so you can prepare for the event. Tickler items for appointments give you
advance warning as many days ahead of time as you need.

Tickler items for appointments (that have specific times) appear by default in the
Appointments folder in the Tickler section, when the Calendar is displayed by day, or by
week or month in detail. Appointment ticklers do not appear in summary displays.

To create an appointment tickler item

The Calendar must be displayed by day, or by week or month in detail.

1. Click the time to the left of the appointment, or select the item and, from the
Calendar menu, choose Time, Date, Alarm, etc.

The Date Settings dialog box appears.

2. Choose the Tickler button.

The Item’s Calendar Tickler Options dialog box appears.
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3. Select the Show in Tickler Section option.

4. If you want, specify how many days or weeks before the event you want to begin
showing the item in the Tickler section and when to end showing the item. By
default, the item will appear for the day of the event. Selecting Until Marked Done
from the Carry Forward list box will keep the item in the Tickler until you mark it as
done.

5. Choose OK, and then choose the OK button in the Date Settings dialog box.

Note: Appointment tickler items do not appear in the Tickler section when the day of the
appointment is selected in the Navigator and the Calendar is displayed by day;
however, they do appear in the Tickler section when the Calendar is displayed by
week or month, in detail.

Changing a Tickler Item

As your schedule changes, you will probably want to change the text or settings of a
tickler item. To change the description of a tickler item when the Calendar is displayed
by day or in detail, simply select the description and edit the text.

To change any settings for a tickler item

1. If the Calendar is displayed by day or in detall, click the date to the left of the tickler
item, or select the item and choose Time, Date, Alarm, etc., from the Calendar menu,
to open the Date Settings dialog box. However, if the Calendar is displayed in
summary, click the tickler item and, from the pop-up menu, choose Modify to open
the Edit Appointment or Tickler dialog box.

2. Make the desired changes to the tickler item’s settings or description. To change the
tickler item’s beginning and ending settings or its folder, choose the Tickler button to
display the Item’s Calendar Tickler Options dialog box.

3. Either choose the OK button, or in the Edit Appointment or Tickler dialog box only,
choose the Jump to Notes button to add an outline note for appointment, and view the
Calendar by day. Outline notes do not appear in summary displays.

Marking Tickler Items as Done

Sometimes you need to be reminded of a task until you get around to doing it. When you
create any tickler item, you can specify that it will be shown in the Calendar until you
mark it as done. When you mark a tickler item as done, ECCO assigns it the current date
as the Done date. ECCO removes the tickler item from the Tickler section; however, the
item is not deleted from the file. The tickler item remains in any other folder or view to
which you may have added it. For example, if you created the tickler item in the
PhoneBook or in a Notepad, it will still appear there after it is marked as done.

Marking items as done helps you keep track of what you have accomplished and lets you
use the item again in the future. You can mark as done not only any tickler item but any
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item or outline note in any ECCO view. By default, if your ECCO file was created using
any of the ECCO templates:

e Allitems you have marked as done appear in the Completed Work notepad in the
Done folder.

* The Done column appears in the column pane of the Calendar and in all Notepads.

You can also use the Folder window to add the Done folder (or insert the Done column)
in any ECCO view. For more information about folders and columns, see the chapter or
online help on “Folders” and “Columns and Values.”

To mark an item as done

If the Calendar is the active view, it must be displayed by day or in detail. If you want to
display the column pane, choose the Show Columns command from the Column menu.

1. Select the item.

2. From the Item menu, choose Mark as Done or, in the column pane, click the item’s
cell in the Done column. The item is marked as done on today’s date. When you

select the item, a checkmark appears next to the Mark as Done command on the Item

menu.

Note: To change an item’s Done date, in any ECCO view, click its cell in the Done
column and edit the date in the appointment edit box.

To remove a tickler item from the Calendar by changing its
settings

1. If the Calendar is displayed by day or in detall, click the date to the left of the tickler

item, or select the item and choose Time, Date, Alarm, etc., from the Calendar menu,

to open the Date Settings dialog box. However, if the Calendar is displayed in
summary, click the tickler item and, from the pop-up menu, choose Modify to open
the Edit Appointment or Tickler dialog box.

2. Choose the Tickler button.

The Item’s Calendar Tickler Options dialog box appears.
3. Select the Don’t Show option.

4. Choose the OK button, and then choose the OK button in the Date Settings dialog
box or the Edit Appointment or Tickler dialog box.
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Using Alarms

Alarmsare reminders that occur at a specified time. They either appear as a message on
your computer screen, play a sound, or launch a file. Alarms can occur at the time of an
event (such as a meeting), or minutes, hours, days, even weeks before or afterwards.
Attach alarms to any item or appointment, or create them without attaching them to an
item in any ECCO view.

ECCO has two types of alarms:

e A simple alarmgoes off once, at the time you specify, and displays a text message.

» A custom alarntan go off at the time of the event and at multiple times before and
after the event. It can display a message, play a sound, or launch a document,
application, or batch file. For example, you could set a custom alarm to launch your
presentation program every morning for a week before the presentation is due, and
set follow-up alarms after the event to remind you to finish a follow-up report or
mark an item as done. You can also rename a custom alarm, add it to the Alarms
menu, and use it repeatedly.

When you set an alarm for a tickler item in the Tickler section of the Calendar, an alarm
icon appeatrs to the right of the item’s text, in the status area. If ECCO is running when
the alarm is scheduled to occur, ECCO displays the alarm message, plays the sound, or
launches the application, even if you are currently working in another application. If
ECCO is not running when an alarm is scheduled to occur, the Alarms Occurred dialog
box appears when you restart ECCO. When any alarm occurs, you can make it occur
again later by specifying the next alarm time for the event.

Setting Simple Alarms in the PhoneBook or a Notepad

A simple alarm can display the text of the selected item (including appointments and
tickler items). You can also set a simple alarm that is not associated with any item, but
displays a message of your choice. For example, if you need to remind yourself to pick
up your dry cleaning on your way home, you can set an alarm and type a reminder
message for that task.

To set a simple alarm

1. If you want the alarm to display the text of an item, select the item.

2. From the Tools menu, choose Alarms, and then choose Create New Alarm.

ECCO displays the Create An Alarm dialog box.
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In the Date list box, select a date.

To set a time for the alarm, use the Hours and Minutes buttons. If you do not set a
time, the alarm will occur at the start of the day of the event. You can specify the
start of your day using the Calendar Options command on the Calendar menu.

If you want the alarm to display the text of the item you selected, either select the
Attach Alarm To Selected Item option or, in the Alarm Text box, type the message
you want the alarm to display and make sure that the Attach Alarm To Selected Item
option is not checked.

In the Type list box, select Simple Alarm if it is not already selected.

Choose the OK button.

When the alarm occurs, ECCO displays a dialog box with the message or item text
you specified.

Note: You can also set alarms from the Date Settings dialog box or, when the Calendar is

displayed in summary, from any of the dialog boxes you use to create or modify
appointments or tickler items.

Setting Custom Alarms in the PhoneBook or a Notepad

You can set custom multiple alarms for any event and before and after the event. You can
also rename any custom alarm and use it again later.

Note: Named alarms that you create in your shared files are also available to anyone who

has the proper access privileges for your ECCO view.

To set a custom alarm

1.
2.

If you want the alarm to display the text of an item, select the item.

From the Tools menu, choose Alarms, and then choose Create New Alarm.
ECCO displays the Create an Alarm dialog box.

In the Date list box, select a date.

To set a time for the alarm, use the Hours and Minutes buttons. If you do not set a
time, the alarm will occur at the start of the day of the event. You can specify the
start of your day using the Calendar Options property sheet by selecting Options from
the Tools menu, then choosing the Appointments tab.
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If you want the alarm to display the text of the item you selected, either select the
Attach Alarm to Selected Item option or, in the Alarm Text box, type the text you
want the alarm to display and make sure that the Attach Alarm to Selected ltem
option is not checked.

In the Type list box, select Custom.

ECCO displays Custom Alarm dialog box.

Custom Alarni HE

Create a Custam Alarm

¥ Invoke Alarm attime of event
Cancel

Additional Alarms befare event:

I u Options »>

Follow-Up Alarms after event

[~ Add to Menu Rename I

Take one or more of the following actions:

» Select the Invoke Alarm at Time of Event option if you want the alarm to go off

at the time of the event.

« If you want, choose additional alarms before and after the event by clicking or

dragging in the drop-down number menu. Selecting multiple numbers will cause
alarms to occur at multiple times before or after the event. You can select any

number of minutes, hours, days, or weeks (up to six weeks).

» To reuse the same alarm settings in the future, select the Add to Menu option,

and then type in the Rename box a new name for your alarm.

e Your named alarm will appear in the Type list in the Create an Alarm dialog
box, as well as at the bottom of the Alarms menu (displayed from the Date
Settings dialog box or the Edit Appointment or Tickler dialog box).

* To specify other alarm actions, choose the Options button.

Choose the OK button, and then choose the OK button in the Create an Alarm dialog

box.

displayed in summary, from any of the dialog boxes you use to create or modify
appointments or tickler items.

Specifying Alarm Actions

In addition to displaying a message with the text of the item, custom alarms can also:

Note: You can also set alarms from the Date Settings dialog box or, when the Calendar is
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Play any sound (.\WAV file) in your computer.
Display any dialog message you type.

Launch files, programs, or batch files. For example, an alarm can launch your word-
processing program to remind you that you need to send a memo to your staff, or
launch a batch file that backs up your files at a certain time every day.

To specify alarm actions

1.

4.

From the Tools menu, choose Alarms, and then choose Create New Alarm. In the
Type box, select Custom.

The Custom Alarm dialog box appears.
Choose the Options button.

The dialog box expands, displaying options for setting alarm actions.

Custom Alarm HE
Create a Custom Alarm
Ok |
¥ Inwoke Alarm attims of event
Cancel |
Additional Alarms before event:
| ;
Follow-Up Alarms after event:
™ Addto Menu Rename I
I~ Play Sound Erawse...
I™ Launch Document; Bat File: Browse...

I~ Canfitm Before Launch

Take one or more of the following actions:

e To display a custom message instead of the item’s text, select the Dialog
Message option and then type your message.

* To play a sound, either select the Play Sound option, and then choose the
Browse button to search for the .WAV file you want, or type the path, including
the filename, of the sound you want to play.

* To launch a document or a batch file, either select the Launch Document/.BAT
File option, and then choose the Browse button to search for the file you want, or
type the path, including the filename, of the file you want to launch.

» To display a dialog box that lets you confirm before launching, select the

Confirm Before Launch option.

Choose the OK button.

Page 50



Note: You can also set alarms and specify their actions from the Date Settings dialog box
or, when the Calendar is displayed in summary, from any of the dialog boxes you
use to create or modify appointments or tickler items.

Before ECCO can launch a document file, you must use Windows Explorer or File
Manager to associate its file extension with a program. For more information, see the
chapter or online help on “Using ECCO with Other Programs.”

Setting Alarms in the Calendar

In the Calendar, you can use the Date Settings dialog box to set simple or
custom alarms quickly for any existing appointment or tickler item.

To set alarms in the Calendar

1. Ifthe Calendar is displayed by day or in detall, click the time to the left of the
appointment or tickler item, or select the item and choose Time, Date, Alarm, etc.,
from the Calendar menu, to open the Date Settings dialog box. However, if the
Calendar is displayed in summary, click the appointment or tickler item and, from the
pop-up menu, choose Modify to open the Edit Appointment or Tickler dialog box.

2. Choose the Alarms button to display the Alarms menu.

3. Take one or more of the following actions:

* To create a custom alarm, choose Custom, and specify the event times and,
optionally, alarm actions.

e To set a simple alarm that will occur only at the event time and will display the
text of the appointment or tickler item, choose Simple Alarm. If you selected a
tickler item, the alarm will occur at the start of the day of the event. You can
specify the start of your day using the Calendar Options command.

* To set a previously-named alarm, select it from the Alarms menu.
e To cancel existing alarms for the selected item, choose None.

4. Choose the OK button in the Date Settings dialog box or the Edit Appointment or
Tickler dialog box or, in the Edit Appointment or Tickler dialog box only, choose the
Jump to Notes button to add an outline note for appointment or tickler item, and view
the Calendar by day. Outline notes do not appear in summary displays.

Note: When the Calendar is displayed in summary, you can also set alarms from any of
the dialog boxes you use to create appointments or tickler items.

Canceling an Alarm

When you no longer need an alarm, you can:
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e Cancel the alarm in the Calendar by opening either the Date Settings dialog box, the
Edit Appointment, or the Tickler dialog box, choosing the Alarms button, and by
then choosing None.

» Delete the item with which the alarm is associated.

» Delete the alarm from the Review Alarms dialog box, from the Manage Named
Alarms dialog box, from the PhoneBook, or from a Notepad.

Reviewing Alarms

To see all alarms you have set in all ECCO views, or to delete an alarm you no longer

need, use the Review Alarms command in any ECCO view.

To review alarms

1. From the Tools menu, choose Alarms, and then choose Review Alarms. The Review
Alarms dialog box appears, displaying all alarms set for the current week.

2. Take one or more of the following actions:

* To see alarms occurring in a week other than the current week, choose the down
arrow next to Alarms Occurring The Week Of and select a different date.

e To delete an alarm, select the alarm you want to delete and then choose the
Delete button.

3. When you are finished, choose the OK button.

Managing Named Alarms

Named alarmsre custom alarms that you have created, named, and added to the Alarms
menu (displayed from the Alarms button in the Date Settings dialog box or the Edit
Appointment or Tickler dialog box). Named alarms also appear in the Type list in the
Create An Alarm dialog list box. If your ECCO file was created from a template, it may
contain additional default named alarms, such as 5 Minutes Before, 30 Minutes Before,
etc. ECCO lets you edit or rename existing named alarms, delete named alarms, or
reorder named alarms on the Alarms menu.

To manage named alarms
You can manage named alarms in any ECCO view.

1. From the Tools menu, choose Alarms, and then choose Manage Named Alarms. The
Manage Names Alarms dialog appears.

2. Take one or more of the following actions:

» Torename an alarm, select the alarm you want to rename, and then type in the
Rename box the new name you want to give the alarm.

* To create a new named alarm, choose the New button.
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e To edit a named alarm, select the alarm you want to edit, and then choose the
Edit button.

* To delete a named alarm, select the alarm you want to delete, and then choose
the Delete button.

e To reorder named alarms on the Alarms menu, select the alarm you want to
move, and then choose either the Up or Dn reorder button. The New Named
Alarm dialog box and the Edit Named Alarm dialog box are similar to the
Custom Alarm dialog box.

3. When you are finished, choose the OK button.

Using Recurring Events

Recurring eventare activities that happen at regular intervals—events such as weekly
appointments or bimonthly conference calls. When you specify an event as recurring,
ECCO automatically displays the event at the dates and times of your choice in your
Calendar.

By using recurring events, you can:

e Save time.
« Be certain that you'll remember events that happen regularly.

* Avoid scheduling conflicts. If you schedule another appointment that coincides with
the recurring event, a red-and-white striped pattern in the Busybar block alerts you to
the conflict. Or, if you schedule a recurring event that conflicts with holidays or
weekends, ECCO displays a dialog box listing the conflicts.

You can create events recurring as frequently as every day or as far apart as every 20
years. For example:

e Weekly status reports (due the same day every week)
«  Payroll (f'and 18" of every month)

» Board meetings (first Tuesday of every month)

» Estimated taxes (four times a year)

e Annual reports (yearly)

Creating Recurring Events

ECCO offers you two types of recurring events:
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e Standard recurring eventsare based on the current date selected in the Calendar’s
Navigator. For example, if the current date is Friday, September 5, 1997, ECCO
gives you the following choices: every day, every Mon thru Fri, every Friday"the 5
of every month, the first Friday of every month, and every Septerfiber 5

«  Custom recurring eventscan be set for almost any time period, such as the 11
12" and 18 of each month.

Once you've created a recurring event, a recurring event icon appears in the status area to
the right of the item with which it's associated, in the Calendar’s Tickler section or
Appointment section.

Note: When a date column is visible in any ECCO view, you can also make an item a
recurring event by clicking its cell in the column and selecting the down arrow in
theappointment edit box topen the Date Settings dialog box.

To create a recurring event

1. If the Calendar is displayed by day or in detalil, click the time to the left of the
appointment or tickler item, or select the item and choose Time, Date, Alarm, etc.,
from the Calendar menu, to open the Date Settings dialog box. However, if the
Calendar is displayed in summary, click the appointment or tickler item and, from the
pop-up menu, choose Modify to open the Edit Appointment or Tickler dialog box.

2. Choose the Recur button to display the Recur menu. The commands on this menu
change depending on the date selected in the Calendar’s Navigator.

3. To create a standard recurring event, choose an interval of recurrence from the Recur
menu.

4. To change an existing selected recurring event so that it does not recur, choose Non-
Recurring.

5. To create a custom recurring event, choose Custom, and take one or more of the
following actions in the Recurring Event dialog box before choosing the OK button:

Recurring Event 2] x|

On: ITuesday H Cancel

Repeating: [Every week =] undl:[12731799 [

Type : |

* Inthe Type list box, select the time increment you want for the recurring event
(daily, weekly, monthly, or yearly).

* Inthe On list box, select as many options as you want.

* Inthe Repeating list box, select the frequency with which you want the event to
recur. For example, if you selected Weekly in the Type list box, you could
choose the Every 2 Weeks option in the Repeating list box to have the recurring
event scheduled at two-week intervals. If you selected the Monthly option in the
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Type list box, a Specific Months option is available. This option lets you select
multiple months, such as January, April, July, and September.

« Inthe Until list box, select the date on which you want the event to stop
recurring.

6. Choose the OK button in the Date Settings box or the Edit Appointment or Tickler
dialog box or, in the Edit Appointment or Tickler dialog box only, choose the Jump
to Notes button to add an outline note for the recurring event and to view the
Calendar by day. Outline notes do not appear in summary displays.

Note: ECCO lets you combine recurring events with alarms in powerful ways. For
example, to help yourself reduce eye and muscle strain from sitting too long at
your computer, make a tickler item that recurs every weekday, and has a custom
alarm with an “ergonomic” dialog message such as “Get up and stretch now.” Set
an event time for the alarm an hour after your day begins, and follow-up alarms
every hour for the next six hours (or at any times you specify). If you choose not
to show the item in the Tickler section, you won'’t clutter your Calendar with the
recurrences, and ECCO will still remind you to stretch several times every day.

Changing Recurring Events

You can change a recurring event by changing its recurrence options or by changing its
other options in the same way that you change any appointment.

If you change the time or duration of a recurring event by using the Date Settings dialog
box, the Edit Appointment dialog box, or the Tickler dialog box, the Change Recurring
Event dialog box appears. You can change the time of:

* Allrecurrences
* The selected recurrence

. Future recurrences

For example, if your weekly staff meeting changed from 10 a.m. to 11 a.m. for one week
only, you would change the selected recurrence only (which is the default option).
However, if the meeting permanently changed to 11 a.m., you would change future
occurrences only. The Calendar would still reflect all past occurrences at the time they
occurred.

If you change a recurring event's time or duration by dragging the Busybar block or its

ends or by dragging the appointment item to a new time slot, ECCO changes the selected

occurrence only.

To change the date of the selected occurrence only, select another date with the date grid

or Mini-Navigator in the Date Settings dialog box or Edit Appointment or Tickler dialog
box.

To change the date for all occurrences, or to change the event so it does not recur, use the

Recur menu to select another recurrence interval or select Non-Recurring.
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Any changes to the recurring event’s description, Tickler options, alarms, or Busybar
block color are reflected in all occurrences of the event.

You can create different outline notes for each occurrence of a recurring event. For
example, a weekly class can have unique lecture notes for each week. To see all notes for
all occurrences of a selected recurring event, from the Calendar menu, choose See All
Recurring Notes. Choose the command again (so that its name is unchecked on the menu)
to see only the notes for the selected occurrence.

Canceling Recurring Events
You can cancel a recurring event in three ways:

» Delete the item with which a recurring event is associated. In the dialog box that
appears, select to delete the selected recurrence(s) only, future recurrences only, all
recurrences, or delete the item entirely from the file in all views (if the item appears
in more than one ECCO view). You delete a recurring event in the same way that
you delete any appointment.

« Specify an earlier expiration date for the event in the Recurring Event dialog box.

» Cancel the recurring event without deleting the item by changing the event to non-
recurring.

Adding Outline Notes

For some appointments or tickler item reminders, you might want to include additional
background information, directions to a location, or a list of points to be discussed at a
meeting. With ECCO, you can include a detailed outline as part of the description of any
item. For more information, see the chapter or online help on “The Notepad and
Outlining.”

If your appointment or tickler item is a recurring event, your outline notes can be
displayed for every occurrence or be specific to one occurrence. For example, you can
set up a recurring event for a weekly staff meeting and use outline notes to write new
agenda notes each week.

Use outline notes to describe an appointment or item

o To-Do's
3-30-97 o Reminder: Call JR Jackson st Trade Show to confirm schedule far
Estes eventl
3-31-97 o Proof floor plans from Dominigue on NettManage everit!
4.1.97 o Get the donuts for Saturday. Remember to double up on the [m]

Eavarian Creams!
o Mo Jelies-- Gordon hates then

The Donut Hole opens at 5 am

Note: Outline notes do not appear in summary displays of the Calendar.

Page 56



To make your outline notes distinctive, you can apply outline styles, outline labels, or
other formatting. For more information, see the chapter or online help on “Working with
Items and Formatting.”

To add an outline note in day display, or in detail display of a
week or month
1. Select the appointment or tickler item.

2. From the Calendar menu, choose Add Outline Note. ECCO inserts an outline note or
subitem to the right of the appointment or tickler item.

3. Type descriptive information in the outline note. Each time you press Enter another
subitem is added at the same heading level.

Note: In day or detail display, you can also add outline notes by pressingRr. Or,
when an appointment is selected, you can simply EeEsR.

To add an outline note from summary display of a week or
month

1. Click an existing appointment or tickler item and, from the pop-up menu, choose
Modify.

The Edit Appointment or Tickler dialog box appears.
2. Choose the Jump to Notes button.

ECCO displays the Calendar by day, for the selected date, and adds an outline note to
the selected appointment or tickler item.

3. Type descriptive information in the outline note.

Note: You can also create outline notes while you create appointments or tickler items in
summary displays by using the Jump to Notes button in the respective dialog
boxes.

To display or hide all outline notes for a recurring event

The Calendar must be displayed by day, or by week or month in detail.

1. Select the recurring appointment or tickler item.

2. From the Calendar menu, choose See All Recurring Notes.

While this command is chosen and while its name is checked on the menu, ECCO
displays all outline notes from all occurrences of the selected recurring event. When
the command is not chosen, ECCO displays only the outline notes for the selected
occurrence.
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Using Columns in the Calendar

When the Calendar is displayed by day, or by week or month in detail, you can display
the column pane in the Tickler and Appointment sections by choosing the Show Columns
command on the Column menu. To close the column pane, choose the Show Columns
command again.

By default, most ECCO files created from a template contain:
e The Priority, Hot Issues, and Done columns in the Tickler section
* The Done folder in the Completed Work notepad

Organize your tasks more efficiently by assigning priority to your tickler items. The
Priority column is a pop-up list column; use its default values (Low, Medium, and High)
or add your own values.

To add a new value to a pop-up list column

1. Click a cell in the pop-up list column, or select a cell and EessR.

2. Choose <Edit Values> from the pop-up list.

The Pop-up List Column Values dialog box appears.
3. Choose the New Pop-Up Value button.
4. Type over Value 1 as it appears in the Edit Pop-up Value box.
5. Choose the OK button.

The new value appears in the column’s pop-up list.

To sort items by their column value, go to the column, click the right
mouse button, and choose the Sort, Sort Up, or Sort Down command.
For more information, see the chapter or online help on “Working with
Items and Formatting.”

Using the Done column to mark items as done also adds them to Done folder in the
Completed Work notepad. Similarly, if a folder appears in one view and also appears as
a column in another view, any value you give it will appear in both locations.

For example, if your file contains the Hot Issues folder in a Hot Issues notepad, when you
check the Hot Issues column for a tickler item in the Calendar, the item also appears in
the Hot Issues notepad. If you assign a date value to any item in the PhoneBook or any
Notepad using any date column or folder, ECCO displays the item in the Calendar as well
as in the original view.

When the Tickler section is displayed beside the Appointment section (rather than above
it), you can display a different column pane for each section.
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You can also:

Add other columns to a column pane. For more information, see the chapter or
online help on “Columns and Values.”

Add the Appointments folder or To-Do folder as a folder column to the PhoneBook
or to any Notepad. For more information, see the chapter or online help on
“Folders.”

Use filters to see only the appointments or ticklers that have specific column values.
For more information, see the chapter or online help on “Other ECCO Features.”

Use a form to add an appointment or tickler item and to specify multiple column
values at once. For more information, see the chapter or online help on “Forms.”

Printing Your Schedule

ECCO gives you a variety of options for printing your Calendar. You can print:

A specified day, week, month, or range of dates
All items, or only selected items and their subitems
Appointments, tickler items, or both

Detail or summary displays

Outline notes

Columns

You can also use special calendar formats and page sizes, such as Day Timer™. When
you select a set of print options, you can save them as a print catalog to reuse them
without having to specify them all again. For more information, see the chapter or online
help on “Printing.”

Working with Related Dates

Related datekelp you track appointments and ticklers that relate to the same project or
activity. They are a group of items in the Calendar whose dates can change depending on
the outcome of some other date. These dates can have aasicigbe dateor be linked
to each other in ehain

Anchor Dates

Suppose an attorney has a court date on Monday, April 28. Almost every task for this
case is related to the actual court date. If the court date changes, it is essential that all
tasks related to the court date change with it. The court datedasther datebecause

all other tasks are dependent on it.
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Chained Dates

Consider a construction project. The masons must pour the foundation to allow the
framers to build the house, which will allow the roofers to build the roof, so that the
painters can paint, and so on.

If the framers are a week late building the house, the roofers’ schedule will get pushed out
a week, which in turn will push out the painters’ schedule a week. Dates such as these, in
which each is dependent on the date item that precedes it, arecballeed dates

Creating Related Dates
There are two ways to create related dates:

* You can base a group of dates on a single anchor date. If you change the anchor
date, all dates change in relation to it.

* You can link dates in a chain. If you change one date, all related dates following it
change.

To create related dates based on an anchor date
1. Inthe Calendar, select the date item that you want to use as the anchor date.

2. From the Calendar menu, choose Add Related Dates.

ECCO displays the Add Related Dates dialog box.

Add Related Dates [21x]
Add Appaintments relatad to the currently selected Appaintment Add
New Appointment Degcription; Cancel
[Proot Chapter 4 E—
Alarms
New Appointment Date DOptions.
O ChooseaDate: [6/3/37 |1 i

& Specify Date Interval 10 days from "Tue, May 20, 1957

Date intarval fram "Tue, May 20, 1987" is calculatad
¥ Counting business days anly

| Ealling onfirshavaihle busiiess dey,
(used when moving Related Dates and calculating intervalg)

New Appointment Date Tue. Jun 3.1897

New Appaintment Time

W {No Time] (for showing in Tickler section anly)

3. Choose the Options button.
The Related Date Options dialog box appears.

4. Choose Single Anchor Date to make the currently selected appointment item the
anchor date. Single Anchor Date is the default.

o

Choose OK.

o

In the New Appointment Date section, do one of the following:
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« Enter a date before or after the anchor date.

» Use the Date Interval field to quickly navigataumber of days in the future or
past. To navigate thirty days before the anchor date-8fpe

Note: Entering a value in either of these fields automatically updates the other. For
example, if you enter a date in the Choose a Date field, the Specify Date Interval
field automatically displays the number of days to the anchor date.

7. Inthe Date Interval Calculation section, specify how the date interval is calculated:

e Counting business days only:Subtracts weekends from the total number of
days from the anchor date.

» Falling on first available business day Calculates the interval based on the
first available business day.

8. Inthe New Appointment Time section, change the appointment time or check No
Time to display the item in the Calendar Tickler section.

9. Choose the Add button.

10. Repeat the process for all new dates related to the anchor date.

To create related dates that are chained

1. Inthe Calendar, select a date item.

2. From the Calendar menu, choose Add Related Dates.
ECCO displays the Add Related Dates dialog box.

3. Choose the Options button.
The Related Date Options dialog box appears.

4. Choose No Anchor Date, and then choose OK.
5. Inthe New Appointment Description box, enter the text for the new appointment.

6. Inthe New Appointment Date section, do one of the following:

» Enter a date before or after the previously entered related date.

» Use the Date Interval field to quickly navigataumber of days in the future or
past. To navigate thirty days before the previously entered date3type

7. Inthe New Appointment Time section, change the appointment time or check No
Time to display the item in the Calendar Tickler section.

8. Choose the Add button.
9. Repeat the process for all new dates related to this group.

Note: You can select any of these related dates and add additional dates to the group.
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Viewing Groups of Related Dates

By viewing all of your related appointments, you can deal with all dates in the group at
one time, print a report of those appointments, and make any changes and updates.

To show related dates

1. Select a date from the group of related dates you want to view.

2. From the Calendar menu, select Show Related Dates.

The dates will be displayed in the Search Results notepad.

Note: You cannot view related dates when Calendar is displayed by year.

Modifying Related Dates

Once you have created a set of related dates, they can be modified like any other date.

the date you want to modify is the group’s anchor date, or if you have created related
dates without an anchor, ECCO displays the following options:

» Adjust all dates on or after today’s date: Adjusts all the dates that fall on today’s
date or later.

e Adjust all dates on or after the currently selected calendar dateMoves all
related appointments that occur after the current appointment’s date and time.

» Don't adjust any other dates in the group: Modifies only the selected date.

If
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Chapter 4. The PhoneBook

To display the PhoneBook, choose PhoneBook from the View menu, or choose the
PhoneBook tab.

Search Next PhoneBook PhoneBook
button button menu toolbar

&% Ecco - Bruce Keever
File Edit Yiew Item Formal Tools Folumn PhoneBook mgolnlraNet!"" Help

sl | sl @@ wlE ik i

|
ﬁ ﬁearchfur.l j Search I Mext | |{ Wy'ork # |> ‘ Mew Name... | Query. |E|@I
% fa Alon, Ti 405-555-7618 1 = LG ) NetiManage. Inc.
£ | Lo _Atharly, Susan 206-555-4700 1 [ oot Fired | Joske. T B
| | Chappele, Rober 206655 1755 1 ame (Last Firsy | Jeske, Terry
51| [ Clawson, Rod 2065557411 1 ||| MriMs. Mr.
n _@ Caotter, Dave 205.555.9157)_ Job Title ECCO Technical Support Mgr
JT {= Dreamer, Tom 205-555-6500 1 Company NetManage. Inc.
m | & Eh‘”;'”g-g_mk ggggg:ggg;) Wark # 206-869-9600
M shury, Ric -555-
i S st Horme # 206-555-4527
1 | Lo Johnson, Randy 206-555-7022 Cell #
Q) | fo Keever, David 704-555-B680 1 ||| Fax# 206-885-0127
% {o Langlo, Beci 205-555-8544 1 || ap gt
T | {e Madson, Mark 206-555-6941 1 E-tlail
% [w Mahnken, Chris 20B-555-7644 1 )
- f\ﬂ Nelson, Doug 206-555-1870). Address 1-Busin... |2340 130th Ave NE
) | Lo, MNethdanage, Inc. 205-869-9500 1 Addrass 2 - Busin...
% [w Niemeyer, Joel 20B-555-9851 1 City - Business Bellevue
== | [o Rodakowski, Carl 20B-555-2100 1 State - Business WA |
[a Smith, Dennis 205-555-9600 1 . .
(o Smith, Renes 5015551708 1 || &P -Business 980051754
(@ Thibodeauy, Keith 20B-555-9600 1 Country - Business
[o Tucker, Michasl 205-555-8080 1 Address 1-Home (15623 NE 8th St
{a Unger, Floyd 205-555-9600 1 || Address 2 - Home 2
[@ WWedel, Scott 3B0-555-4700 1
= o) 0
|1I 1' >| >|I; Calendar  PhdneBook £ How To Use This File £ Calls £ Hotlssues ‘.ﬂ
I, Select and edit text of the outine | BR 442097 10:31 AM
PhoneBook list Column pane Entry form

« PhoneBook toolbar: Using the PhoneBook toolbar buttons, you can perform the
same functions that you can using the PhoneBook menu, such as search for and
collect PhoneBook entries, find the next instance of specified search text, query the
PhoneBook by form, dial and log phone calls, and make an appointment in your
calendar.

* PhoneBook menu: The PhoneBook menu commands let you perform basic
PhoneBook actions, such as entering new and editing existing PhoneBook entries.
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PhoneBook list: The PhoneBook list displays PhoneBook items. When you enter a

name in the PhoneBook, ECCO converts it into an item. Each item has an item bullet

to its left.

Entry form: You enter names, numbers, addresses, and other information into the
fields in the entry form. You also use this form to view or make changes to existing
entries. The PhoneBook entry form is customizable.

Column pane: The column pane provides an alternate display of the information,
other than the name, that you entered using the entry form.

Search button: Search for any text in the PhoneBook (hames, outline notes,
companies, or any field information) by typing text in the Search For field and then
choosing the Search button. Choose the Search button with the search edit box
empty to collect all names in the PhoneBook.

Next button: Choose this button to highlight the next instance of the search text in
the displayed PhoneBook items. You need to enter text in the Search For field for
this function to work correctly.

Introduction to the PhoneBook

You can use the PhoneBook to record names, numbers, and addresses in your ECCO files
just as you would in any address book. However, the ECCO PhoneBook offers you much
more than a paper address book does.

In the PhoneBook you can:

Enter information into the PhoneBookusing the straightforward, customizable
entry form.

Add outline notesusing the ECCO outlining features. Enter any number of outline
notes for each name in the PhoneBook.

Search for an entrythat matches a specified single character, multiple characters, a
word, or a phrase. You can search for a person's name, a company's hame, outline

notes, or any other information you enter in the PhoneBook form.

Create and track any number of Calendar appointmentgor any name in your
PhoneBook.

Dial any number saved in the PhoneBook. Let ECCO search for it and do the
dialing for you.

Automatically log the time, date, and durationof every call you make.

Import from another software program the file that you currently use as your on-
line phone or address book. You can import any file that can be saved as a CSV
(comma-separated value) or as a tab-separated text file.

Organize namesn the PhoneBook by collecting them in ECCO folders.
Display columns of custom informationabout the names in the PhoneBook.
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« Apply filters to the PhoneBook to display only those names that meet search criteria,
based on any field or column.

» Customize the PhoneBook entry fornto display only those fields into which you
customarily enter information.

Introduction to Entering Information

To enter and update PhoneBook information, you use an entry form similar to a paper
form. To enter new information, simply fill in the blanks. You can use the entry form to:

* Add new entries

» Edit or update existing entries

When you add information to the PhoneBook, the name (or item) is displayed in the
PhoneBook list, and the rest of the information is displayed in the column pane. The
name plus its associated information (address, phone number, and so on) is called an
entry.

Adding New PhoneBook Entries

Use the New PhoneBook Name dialog box to add new entries to the PhoneBook.

To add a new entry
1. From the PhoneBook menu, choose New Name.
Or

Choose the New Name button on the toolbar. The New PhoneBook Name form
appears.

New PhoneBook Name | %]
MName {Last, First) =
Mr fhs Close

Job Title

Carmpany
Wark # Based On Last

Home #
Cell # -
Fax#

Alt#

E-tdail

Address 1 - Business

Address 2 - Business

9] 9] -

Address to use when printing & Business ¢ Home

2. Inthe Name field, type the name you want to add, last name first.

Page 66



3. Press theas key to move to the next field.
4. Type information in all applicable fields.

5. To indicate which address you'd like ECCO to use when printing, select either
Business or Home next to Address to use when printing.

6. When you have finished filling in the fields, choose the Add button.
7. To add another entry to the PhoneBook, repeat steps 2 through 6.

8. When you have finished adding entries to the PhoneBook, choose the Close button.

The name (or item) is displayed in the PhoneBook list, and the name plus the
remainder of the information is displayed in the entry form. You can use the entry
form to edit or add information to the entry.

You can display the column pane and add more columns to the PhoneBook. Use columns
to display additional information about your PhoneBook entries or use them to filter the
entries displayed in the view.

Editing Entries

Use the PhoneBook entry form to edit PhoneBook information.

To edit an existing entry

1. Inthe PhoneBook list, select a name. All information associated with the name
appears in the form.

2. If the entry form is not displayed, from the PhoneBook menu, deselect Hide Form or
PressCTRL+ALT+H.

3. Type new information as desired. Pressrteekey orsHIFT+TAB to move forward
or backward through the fields. The entry is modified to include your changes.

Adding Outline Notes to an Entry

For some entries, a name, an address, and a phone nhumber might be adequate. With
ECCO, you can also include a detailed outline as part of the description of any entry.
Your outline could include any or all of the following:

* Alog of all conversations.

* Alog of all appointments and outline notes for those appointments.

» Additional information about the person or company, such as directions to a home or
business or a list of topics to discuss the next time you talk on the phone.

* Any letters or faxes sent using the Correspondence Manager.
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To add outline notes to an entry

1. Select the entry to which you want to add outline notes.

2. Press theNTERKey.
Or

From the PhoneBook menu, choose Add Outline Note. ECCO inserts a blank line for

a subitem below and to the right of the entry item.

3. Type information in the subitem line. Each time you peeS&R, an additional
blank line and subitem is added at the same heading level.

4. To move an item up or down in the outline or to promote or demote an item in the
outline, drag the item bullet (located at the left of the item) to the desired location.

Or

Select the item and then presS+LEFT ARROW Or ALT+RIGHT ARROW.

5. You can expand or hide the outline levels by double-clicking the item bullet.

Deleting Entries

To delete a PhoneBook entry, you select the entry's item bullet and then delete it. The
associated information is deleted along with it.

To delete an entry

1. Select the item you want to delete.

2. From the PhoneBook menu, choose Delete Name.
Or

PresscTRL+D.

Creating Custom PhoneBook Entry Forms

In addition to using the standard PhoneBook entry form, you can also create custom
PhoneBook forms to accommodate your special needs.

To create a custom PhoneBook entry form

1. From the PhoneBook menu, choose Change PhoneBook Form, and then choose Ne
The Create Phone Form dialog box appears.

2. Inthe Rename box, type a name for your custom PhoneBook entry form. This name
will appear in the Change PhoneBook Form submenu.

W.

Page 68



3. Inthe Choose Fields list, select all the fields you want to add to your form. To select
multiple fields, hold down theTRL key or the right mouse button while clicking each
field you want to select.

4. Choose the Add button.
The fields you selected appear in the Fields Chosen list.
5. Take one or more of the following actions:

« To remove a field from the Fields Chosen list, select the field, and then choose
the Remove button.

* To change the order in which a chosen field appears on the form, select the field,
and then choose either the Up or Dn Reorder button.

e To create a new entry field, choose the New Field button. In the New Field &
Column dialog box, enter a name for the new field and select its type.

6. Choose the OK button.

The new entry form appears.

7. Choose the OK button again to return to the PhoneBook window.

Displaying and Hiding PhoneBook Entry Forms

Use the Change PhoneBook Form submenu to switch between entry forms. Use the Hide
Form command on the PhoneBook menu to show or hide the PhoneBook entry form.

To display a different PhoneBook entry form

1. From the PhoneBook menu, choose Change PhoneBook Form.

2. From the Change PhoneBook Form submenu, choose a PhoneBook entry form.

To show or hide the PhoneBook entry form

From the PhoneBook menu, choose Hide Form to display or hide the PhoneBook entry
form. The form is either displayed or hidden. You can alsauge+ALT+H to display or
hide the PhoneBook form.

Managing Multiple PhoneBook Entry Forms

ECCO lets you edit or rename existing PhoneBook entry forms, delete forms, reorder
forms on the Change PhoneBook Form submenu, or make forms public. You perform all
these tasks from the Manage Phone Forms dialog box.

To manage PhoneBook entry forms

1. From the PhoneBook menu, choose Change PhoneBook Form, and then choose
Manage.
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The Manage Phone Forms dialog box appears.

2. Take one or more of the following actions:
e Torename a form, select it, and then type the new name in the Rename field.
* To create a new form, choose the New button.
* To edit a form, select it, and then choose the Edit button.
* To delete forms, select them, and then choose the Delete button.

* Toreorder forms on the menu, select them, and then choose either the Up button
or the Dn button.

* To make forms public (they must be made private first), select them, and then
select the Make Public checkbox in the lower-right corner of the dialog box.

3. When you have finished, choose the OK button.

Introduction to Finding PhoneBook Information

You can find and display PhoneBook entries in three ways:

» Click a letter tab to display all entries whose first name, last name, company, or any
other field begins with that letter. The letter tabs are located along the left side of the
PhoneBook window.

« Search for entries that contain certain text.
e Query the PhoneBook to perform a more sophisticated search.

Specifying Search Options

Before clicking a letter tab or searching for a string of text, you can specify whether you
want to search by last name only or by last name and:

o first name
* notes
* company name and all other PhoneBook fields

You specify these options in the Search Options dialog box.

To specify search options
1. From the PhoneBook menu, choose Search Options.

The Search Options dialog box appears.

2. By default, ECCO always searches by last name. In the Search Options dialog box,
do one or more of the following:

» To search by last name only, deselect all checkboxes.
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e To search by first and last name, select the First Name checkbox.
» To search by last name and outline notes, choose Notes.

e To search by last name and company, or last name and all other PhoneBook
fields, choose Company or Fields.

3. Choose the OK button.

4. Search for PhoneBook entries by clicking a letter tab or searching for specific text.

Searching Using the PhoneBook Letter Tabs

You can quickly find the name you want by clicking the letter tab associated with the first
letter of the name.

To search using the letter tabs

1. To specify search options, from the PhoneBook menu, choose Search Options.

The Search Options dialog appears.

2. Click a letter tab to display all entries beginning with that letter. If you selected
Company or Fields in the Search Options dialog box, a pop-up menu appears.

3. From the pop-up menu, choose one of the following:

» To display all entries with names beginning with that letter, choose Name.

» To display all entries with company names beginning with that letter, choose
Company.

e Todisplay all entries that have any field beginning with that letter, choose
Fields.

ECCO searches for, and collects in the PhoneBook list, all entries that match the specified

letter.

Searching for Specific Text

You can search for entries in the PhoneBook using multiple letters, a word, or a phrase.

You search for specific text using the Search For field, located on the PhoneBook toolbar.

To search for specific text
1. To specify search options, from the PhoneBook menu, choose Search Options.

The Search Options dialog appears.

2. Inthe Search For field, type the text you want to search for.

3. Choose the Search button. If you selected Company or Fields in the Search Options

dialog box, a pop-up menu appears.
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4. From the pop-up menu, choose one of the following:

e To display all entries whose name or notes contain the specified text, choose
Name & Notes.

» To display all entries whose company names contain the specified text, choose
Company.

» To display all entries that have any field containing the specified text, choose
Fields. ECCO searches for, and collects in the PhoneBook list, all entries that
match the specified text.

5. Choose the Next button in the PhoneBook toolbar to highlight the first instance of the
search text in the entries collected in the PhoneBook list.

6. Continue choosing the Next button to move to each subsequent instance of the search
text.

Querying the PhoneBook

Use the Query By Form dialog box to search for entries matching specific criteria. To
display the Query By Form dialog box, choose the Query button.

For example, you may want to search for all clients who live in the Seattle area and who
have a 98111 ZIP Code. Or, if you have international clients, you could easily search for
all clients from a particular country using the Query By Form dialog box.

When querying, you can specify that ECCO match:
» all fields containing the search text
« any field containing the search text

» text beginning with the specified search text
» text containing the specified search text

You can use a filter to limit your search even further, using columns not displayed in the
Query By Form dialog box. For more information on filters, see the chapter or online
help “Other ECCO Features.”

To query the PhoneBook
1. Choose the Query button on the toolbar.
The Query By Form dialog box appears.

2. Type search text into one or more PhoneBook fields.

3. Under Must Match, do one of the following:

» Select the Every Field option to search for entries that match all sets of search
text.
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10.
11.
12.
13.

» Select the Any One Field option to search for entries that match any of the sets
of search text.

Under Text, do one of the following:

» Select the Begins With option to search for entries that begin with the text.
» Select the Contains option to search for entries that contain the search text.

If you want to add a filter to your query, choose the Advanced button.

Select the column and item (such as Text contains), enter the correct item in the
Value field, then choose the Add button. The search filter is added to the Find
entries that match text box in the Advanced Query Filter dialog box.

Choose the Close button to close the Add to filter dialog box.

Choose the OK button to return to the PhoneBook window. If there are already
entries in the search filter, the Advanced Query Filter dialog box appears.

Choose the Add Line button to add a new entry to the search filter.
Choose the Modify button to change an existing entry in the search filter.
Choose the Delete button to remove an entry in the search filter.

Choose the OK button when you are done defining additional search criteria.

Choose the Search button. ECCO searches for, and collects in the PhoneBook list, all

entries that match your query.

About Displaying PhoneBook Information

If the PhoneBook contains more information than ECCO can display at one time, you can
scroll through the PhoneBook, hide parts of the PhoneBook, or resize sections of the
PhoneBook so you can see more information.

When displaying and viewing PhoneBook information, you can select an entry and view
all its information in the entry form.
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e Sort the entries in the PhoneBook list. For example, you could sort the list by
company name.

»  Apply filters to your PhoneBook. For example, you might create a filter to display
all entries that have the same ZIP Code.

« Display all entries in the entire PhoneBook in the PhoneBook list.

Displaying All PhoneBook Entries

When you search for entries in the PhoneBook using the letter tabs, the Search box, or the

Query By Form dialog box, ECCO displays only the entries that match your search text.
Using the following procedure, you can display your entire PhoneBook.
To view all PhoneBook entries

e From the PhoneBook menu, choose Show All Names. ECCO displays all names in
your PhoneBook.

Or

e Choose the Search button with the Search for entry field blank.

Introduction to Dialing and Logging Calls

ECCO lets you keep track of the date, time, and duration of any call. And if you have a
modem on the same line as your telephone, ECCO can dial phone numbers for you.

Dialing and logging is performed through the Dialer/Call Logger dialog box. To display
the Dialer/Call Logger dialog box, choose the Telephone button on the PhoneBook
toolbar, or choose the Dial Phone command from the PhoneBook menu.

Setting Up Your Modem

By default, ECCO uses the Ports setting in the Control Panel. ECCO also uses basic
Haye$' prefix and suffix settings. You should only need to verify that the correct COM
port for your modem is selected.
To set phone dialer settings
1. From the PhoneBook menu, choose Dial Phone.

Or

Choose the Telephone button. The Dialer/Call Logger dialog box appears.
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: Diafer / Call Logger HE
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7 Don't dial local area code; local code is: 206 Log>>

Choose the Setup button. The Phone Dialer Setup dialog box appears.
Phane Dialer Setup FHE

MasleopDs IATDT |OK|

Moderm suffix: I Cancel |

Madem port: ICOM2: j

bodem speed: 9600

To change this and other rodem
parameters, please go to the Modems section
of the Windows Control Fanel

In the Prefix box, enter your modem's prefix or accept the default.
In the Modem Suffix box, enter your modem's suffix or accept the default.

In the Modem Port box, select the communications port to which your modem is
connected.

Choose the OK button.

Troubleshooting

If you experience problems when dialing from ECCO, consult the TECHINFO.ECO file
for troubleshooting techniques, access the NetManage News Server at
forum.netmanage.com, or call NetManage ECCO Technical Support at (206) 885-0559.

Dialing

If you have a modem, you can use ECCO to dial your phone numbers.

To have ECCO dial a phone number

1.
2.

Select the name of the person you want to call.

From the PhoneBook menu, choose Dial Phone.
Or

Using the right mouse button, select the name, and choose Dial Phone from the
menu. The Dialer/Call Logger dialog box appears.

In the Prefix box, enter a dialing prefix (for example, 9 for an outside line).
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4. In the Suffix box, enter any additional numbers to be dialed (for example, an
extension or a calling card number). For a 5-second delay before the suffix is dialed,
precede the suffix with a comma.

5. In the Phone # Choice box, select the type of phone number you want to dial (for
example, Work #, Home #, or Fax #).

6. The phone number appears in the Number to Dial field. In the Select text for dialing
field, you can select only part of the number you want to dial. The highlighted text
will appear in the Number to Dial field.

7. If you want ECCO to omit the local area code when dialing, select the Don't dial
local area code; local code is checkbox, and then type your area code in this field.

8. Choose the Dial button.
ECCO dials the number for you.

9. When the connection begins ringing, pick up the phone receiver, and then choose the
Talk button to begin your conversation.

Note: If your phone is plugged into the “Phone” jack on your modem, you may not be
able to hear or use the handset until the Talk button is chosen. Many modems
disable the phone jack while the modem is in use.

10. When the call is complete, hang up the phone, and then choose the Close button.

Logging Calls

ECCO can track the time, date, and duration of every call you makguwtleed to
provide is a description of the call. ECCO logs the duration of a call in five-minute
increments.

To log a call

1. Select the name of the person you want to call.

2. From the PhoneBook menu, choose Dial Phone.

The Dialer/Call Logger dialog box appears.
3. Choose the Log >> button.
The Dialer/Call Logger dialog box expands to display the Call Logging button.
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4. Dial the number manually, and then choose the Begin Logging button.

ECCO begins logging the duration of your call and inserts a "Logged Call" subitem
under the contact's name

5. Choose the Close button to stop logging your call.

To view time, date, and duration of a logged call

1. Scroll through the column pane to find the Phone Log column. If the column pane is
not displayed, choose Show Columns from the Column menu.

2. Inthe Phone Log column, click the cell associated with the call for which you want
information. A date value edit box displaying the date, time, and duration of the call
appears. Logging durations are kept in five minute increments. When you have
finished viewing the information, choose #er (Enter) button or thescbutton.

Logging Time

There are times when you may want to log the duration of activities that are not phone
related. For example, you may want a record of the time spent writing a contract or
researching a topic for a client. ECCO provides a time logging feature for tracking these
tasks.

To log the duration of a task
1. From the Tools menu, choose Time Logger.
The Time Logger dialog box appears.

2. Select one of the following options:

» Below Selected Item:Adds a blank subitem and begins logging.

 To Time & Expenses View: Adds to the Time & Expenses view if it exists; if it
doesn't exist, it creates one.

e To Both: Adds the logged iterhelow the selected item and to the Time &
Expenses view.

3. To start timing the activity, choose the Begin button.

The Elapsed Time dialog appears.
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4. Add notes about the task to the "Time Logged" item.

5. When you are finished, choose the Done button.

ECCO logs the duration of the task in five-minute increments.

Importing, Exporting, and Mail Merge

You can import into the PhoneBook an existing database or text file of names, addresses,

and numbers. Or, you can import phone book information from another personal
information manager into your ECCO PhoneBook. You can import these files in two
formats: .TXT (text) or .CSV (comma-separated values).

You can also export PhoneBook information to other programs. For example, you can
export PhoneBook entries to a word-processing program and use the program's mail-
merge feature to print form letters. For more information see the chapter or online help
on “Importing and Exporting.”

Using the PhoneBook with the Calendar

You can display the PhoneBook and Calendar side by side by choosing the
Calendar/PhoneBook button or by choosing the Use with Calendar command from the
PhoneBook menu. You can then schedule an appointment with anyone in your
PhoneBook list by dragging a name from the PhoneBook to a time slot in the Calendar.
To schedule an appointment using the PhoneBook
1. From the PhoneBook menu, choose Use with Calendar.

Or

Choose the Calendar/PhoneBook button.

2. In the PhoneBook list, point to the item bullet next to the name you want and hold
down the mouse button. The pointer changes to a plus sign.

Drag the name to the time slot you want.

4. The appointment is scheduled in the Calendar. ECCO creates a subitem for the
appointment in the PhoneBook. If you have an Appointments column in the
PhoneBook, ECCO also displays the appointment date there.
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Chapter 5. The Notepad and
Outlining

In this chapter, you will learn about:

» About Notepads and Outlining

» Using Notepads

* Using Outline Notes

* Elements of an Outline

» Creating Notepads and Outline Notes
*  Working with Notepads and Outlines
* Viewing Outline Items

» Managing Notepads

e Using Columns in a Notepad

¥ Ecco - Bruce Keever
Eile Edit Miew |[tem Format Tools Column  Help

| | S & |B | &|%E) F2|:[E| JF|3E [=E)

Launch: ‘«f Prigrity | ToDo's | Hotlssues | Dane I}
Folder === (a|Project Pinky Ship Party =
1 G Check with Seattle U-WWant It High 8AMBAY o+ =

. @ Double check number of chairs, tables, etc
. © Confirm ragervation

1
Subitem 2
3. © Damage deposits?
4
4

- . © When do we have to have items back?
Parent item . @ Wil they transport items to the Kingdorne and back?
with hidden o, What happens if ship date changes? Lo 5/23/97
subitems G Check with band Mediurm 8I27 7

1. @ Werify arrival time of setup crew
2. o Verify placement of lights and sound system
Item bullet ‘ o Check with caterar Medium Br2e7
1. @ “erify number and placement of tables for

1. © Food arrangements

2. o Cake

3. @ Champagne fountain

4. @ lce sculpture
2. @ Merify number and placement of beverage bars

w

Parent item ——= 5 | o Reminder Call JR. Jackson at Kingdorme to confirn schedule for | High 6/16/57
launch event|
B. | @ Sheilato superise install from 3 pm. to 2 a.m. Dena will relieve | Medium 7587

Sheila with detail crew at 2 a.m

[« » [w], Calendar £ PhoneBook £ How To Use This File £ Calls £ Hotlssues Ay AA Lav
I o[ 4/2/97 11.03AM

The following outline elements are common to both the Calendar and PhoneBook:

Page 80



e Item bullets: Blue bullets that appear next to each outline item. Yellow bullets
indicate shared or public items.

« Folder: The container that holds items displayed in the outline. Notepad outlines
can contain multiple folders.

e Parentitem: An item that has one or more subitems. A black triangle next to the
item bullet indicates the presence of hidden subitems.

* Subitem: An item that is subordinate to another item; in other words, an item below
and to the right of another item.

About Notepads and Outlining

Outlining is a fundamental part of information management in ECCO. Notepads are
outline structures that let you create and organize information in ways that best suit your
needs. Inthe Calendar and PhoneBook, outlines are callitke notesyou use them to
enhance Calendar and PhoneBook entries by adding detailed information specific to
appointments or individuals.

Using Notepads

Unlike the PhoneBook (with its alphabetical organization) and the Calendar (with its
chronological organization), the Notepad has no predefined structure. Information in a
Notepad can be arranged in any way that best suits your needs. For example, a reporter
doing a three-part series on American film might have one Notepad structured by genre,
another structured by director name, and a third organized by studio hame. Each of these
Notepads would be an individual folder and, when open, would be accessible from the
tabs at the bottom of the ECCO program window.

Note: To move a parent item independently of its subitems, first promote the subitems to
the level of the parent.
Using Outline Notes

Outline notes are pieces of information that enhance information in the Calendar or
PhoneBook. For example, to help remember specific tips for dealing with particular
subcontractors, created detailed outline notes for each subcontractor's PhoneBook entry.

Creating Notepads and Outline Notes
It's easy to create Notepads and outline notes.

To create a new Notepad
1. From the View menu, choose Notepads, and then choose New Notepad.

The Create Notepad dialog box appears.
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2. In the Name Notepad box, type a descriptive name.

3. Choose the OK button.

ECCO displays a new Notepad. The name you provided appears as the folder name
at the top of the Notepad as well as in the title bar. The next time you choose
Notepads from the View menu, the name will appear on the submenu.

Adding Outline Items

You can quickly add outline items to the Calendar, PhoneBook, or Notepad.

To add outline items

1. PressthenTERkey. The new item will appear below the selection and will be at the
same level as the selection. If the selection has expanded subitems, the new item will
be subordinate to the selection.

If you're adding outline notes to a Calendar or PhoneBook entry, the new item will be
subordinate to the selection.

You can also add outline items below the selection by using the following keyboard
shortcuts or Item menu commands:

Result Menu Command Key Command

Adds item at same level Add ltem CTRL+ENTER
as selected item

Adds subitem one level Add Item Right CTRL+R
to the right of the
selected item

Adds item one level to  Add Item Left CTRL+L
the left of the selected
item

To insert carriage returns or tabs within the selected item, use the following keyboard
shortcuts and Edit menu commands:

Result Menu Command Key Command
Adds carriage return at thelnsert New Line SHIFT+ENTER
insertion point

Adds tab at the insertion Insert Tab CTRL+T

point
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Selecting Outline Items

Before you can promote, demote, move, or delete an outline item, you must select it.
Selected items have a black bar to the left of the item bullet and are highlighted.

To select a single item
»  Click the item bullet or any of the item text.
To select multiple sequential items

» Drag to select the desired items (they will be highlighted).
Or

e Click one item, hold down th&HIFT key, and click the final item in the group.

To select multiple non-sequential items

* Hold down thecTRLkey and click each item you want to select.

Promoting, Demoting, and Moving Outline Items

You can promote or demote any outline item (or group of items) from one level to
another. You can also move outline items. And, if you're working in a Notepad outline
that contains multiple folders, you can even move items between the folders.

The following rules regulate promotion, demotion, and movement of items:

e Subitems are relocated with their parent item.

e Anitem can be no more than one level below the item that precedes it.

* Anitem can be no more than one level above the item that follows it.

To promote, demote, or move outline items

Use the following techniques to promote, demote, or move selected outline items. You

can also move items using the Cut and Paste commands on the Edit menu.

Result Item Menu Mouse Technigue Key Command
Command

Moves selection up  Move: Up Drag item bullet up ALT+UP ARROW

one item

Moves selection Move: Down Drag item bullet ~ ALT+DOWN ARROW

down one item down

Promotes selection Move: Left Drag item bullet SHIFT+TABOr

(moves it left) one left ALT+LEFT ARROW

level
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Demotes selection  Move: Right Drag item bullet ~ TAB or ALT+RIGHT
(moves it right) one right ARROW
level

Deleting Outline Items

You can delete one or more outline items from the Calendar, PhoneBook, or Notepad.

To delete outline items
1. Select the item(s) you want to delete.
2. From the Edit menu, choose either the Cut command or the Delete Items command.

Or
3. PressTRL+D or theDELETEkey.

Viewing Outline Items

You have control over the amount of outline information that appears on your screen.
You can

» Use the Show Levels dialog box to specify the number of outline levels you wish to
see.

« Expand and hide outline items individually.

To use the Show Levels dialog box
1. From the ltem menu, choose the Show Levels command.
Or

PrescTRL+W. The Show Levels dialog box appears.

For®™ Al ¢ Selected
 Unselected Only

G I I O
B 7 8 89 Al

2. Select one of the following options in the Show Levels dialog box:

« All: Displays the entire outline at the level you specify.
» Selected: Displays the selected parts of the outline at the level you specify.

» Unselected Only: Displays the unselected parts of the outline at the level you
specify.
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3. Choose a numbered button.

The outline immediately displays the number of levels you specified.

To expand and hide outline items individually

Use any of the techniques in the following list to expand and hide subitems of the
selection:

Result Iltem Menu Mouse Key
Command Technique Command
Hides all Show Double-click CTRL+H
subitems Subitems: item bullet of
Hide expanded item
Displays Show Levels None CTRL+1...9
specified
number of
levels
Returns the Show Double-click CTRL+E
display to its Subitems: bullet of the
previous state  Expand item with
hidden
subitems
Displays a Show levels  None STIFTQ + CTRL
+ 1.

specific number
of levels for the
selected item

Expands all Show ALT+double- CTRL+G
subitems Subitems: All  click

Subs
Shows one level Show CTRL+double-  CTRL+J
below the Subitems: 1 click

selected item Level Only

Managing Notepads

To edit, rename, or delete Notepads, or to reorder the Notepads submenu, use the Manage
Named Notepads dialog box.

To manage Notepads

1. From the View menu, choose Notepads, and then choose Manage. The Manage
Named Notepads dialog box appears.
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2. Take one or more of the following actions:

« Torename a Notepad: Select it, and then type a new name in the Rename box.
* To delete Notepads: Select them, and then choose the Delete button.

e To reorder Notepads on the menu select them, and then choose either the Up or
Dn reorder button.

3.  When you have finished, choose the OK button (or choose Cancel to exit the dialog
box without saving changes).

Entering Information in Columns

To display the column pane, choose the Show Columns command from the Column
menu. The column pane appears to the right of your Notepad.

You can use the column pane to associate dates, pop-up list values, numbers, and text
with items in your Notepad. For example, you can assign a date to an item using the To-
Do's column or assign an item a priority using the Priority pop-up list column.

To enter information in a column

The columns displayed when you choose the Show Columns command will vary
depending on the template you are using.

1. From the Columns menu, choose Show Columns. The column pane appears at the
right side of the window.

2. To enter additional information about an item in the outline, click a column cell on
the same line as the item.

Or

Press the&11 key to move the selection to the column pane, and then presstér
key. ECCO displays a value edit box in which you can enter information.

3. Enter information in the value edit box. ECCO might display a value edit box
requiring a specific type of information, such as a date or number. If you type more
characters than will fit in the box, the text scrolls up so you can continue to enter
information.

4. When you have finished entering information, presgthierkey or choose thenT
(Enter) button. The value edit box disappears, and ECCO displays only the amount
of text that fits into the visible column cell.

Resizing the Column Pane
You can quickly adjust the column pane border to display the information you need.

To adjust the width of the column pane, use the mouse to drag the left border of the pane.
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You can adjust the display of the individual columns as described in the following table:

Adjustment Column Menu Mouse Procedure
Command
Resize a column Width Drag border of

column heading

Minimize or restore Width (Minimize Double-click

a column checkbox in the column heading
Column Width
dialog box)
Move a column Move Column Drag column
heading

Showing More Columns

You can have up to 100 columns in the column pane of each view. If you have more
columns than can be displayed at one time, use the column scrolling buttons to view more
columns. The column scrolling buttons are located on each side of the column headings.

e To show columns to the left, click the left column scrolling button.
* To show columns to the right, click the right column scrolling button.
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Chapter 6. Working with Items and
Formatting

About Working with Items and Formatting

In all ECCO views, you can work with your items to make information more easily
accessible. You can:

» Format text and create styles or change labels for your outline levels.

e Search for specific information.

e Sortitems.

» Drag and drop items between views to quickly copy information, schedule
appointments, and add items to folders.

About Formatting

You can format item text and column values in every ECCO view. Formatting attributes
such as bold, underline, color, or italics add emphasis or call attention to special points.
Changes in font and point size can enhance readability or create special effects. Outline
styles and outline labels help you differentiate levels of outline items.

Four types of formatting are available:

* Character formatting lets you emphasize items, words, or column values.

e Text touch-upsare a group of character-formatting attributes that you define once
and use repeatedly.

» Outline stylesare distinctive formatting attributes that you can associate with outline
levels.

e Outline labels are letters or numerals you can use to label outline levels and clarify
the structure of your outline.

Note: To increase efficiency, customize the toolbar so that it contains the formatting
commands you use most frequently. For more information, the chapter or online
help on “Using the Toolbar.”

Character Formatting

Use character formatting to change the font, point size, style, and color of your text. You
can apply one or more attributes at a time to items, text within an item, or to all values in
a column.
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Note: Character formatting overrides, but does not change, outline styles.

Use character formatting to change selected text

I.| @ Eletments
A, o Magazine ads
1. o Trade Jowrnall
a. o Runregular ad Sept, Oct
b. o Run holiday ad Moy, Dec
2. o Trade Joarnar if
a. o RunSpecial Tour ad Oct, Dec
b. @ Run Deluxe Tour ad Sept, Moy,
Jan
E. o Radiospots

To format characters
1. Highlight the item(s) or text within an item you want to format.

Or

Click a cell in the column you want to format. Column formatting will apply to all
values in the selected column.

2. From the Format menu, choose Character.

Either the Character dialog box or the Column Character Format dialog box appears.
These dialog boxes contain identical options.

Character 7] x]
Font [Arial |

Size: |8 'l Cancel |
Color: [l Black |

Style: W Elain [~ Bold ™ Superscript

™ Undetline ™ Italic ™ Subscript

Exarmple
’7 AaBbCcDdEeWuwiix 'y 720123456785

Feapply Outline Style to Selected Text: Feapply |

3. Select the desired formatting attributes.

4. Choose the Apply button.

Note: To apply a single format, simply highlight the text you want to format and choose
the desired attributes from the Format menu. The Character command is also
available if you click the right mouse button in the Column pane or a Notepad

view.
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Text Touch-Ups

A text touch-ups a group of character-formatting attributes that you name and store. You
can apply text touch-ups in any ECCO view.

Suppose, for example, that you want to make particular items in your file stand out. You
could create a text touch-up to apply bold and italic formatting simultaneously. Because
you name text touch-ups and add them to the Text Touch-Ups menu, you can use them
repeatedly. ECCO saves text touch-ups whenever you save a file.

Text touch-ups override, but do not change, outline styles.

Creating Text Touch-Ups

You create a new text touch-up by specifying formatting attributes in the New Named
Text Touch-Up dialog box.

To create a text touch-up
1. From the Format menu, choose Text Touch-Ups, and then choose New.

The New Named Text Touch-Up dialog box appears.

Text Touch-Ups can be applied to a range of text to override

the Outline Style.
ext Touch-Up Apply
Font ITimes Mew Raoman i Cancel |

Size: |1D j

Color: |. Black -

Style: ™ Plain ¥ Bold ™ Superscript
™ Underline [ lalic I™ Subscript

Exarmple
’7 AaBbCcDdEeWwWXxYyZz0123456 789

Elank cormbo boxes and grey checkboxes indicate attributes
that will be ighored when this Touch-Up is applied

2. In the Name box, type the name you want to give the text touch-up.

3. Select the desired formatting attributes.

4. Choose the Apply Button.

Applying Text Touch-Ups

Once you create a text touch-up, you can apply it to text anywhere in ECCO.

To apply a text touch-up

1. Highlight the item text or column to which you want to apply a text touch-up.
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2. From the Format menu, choose Text Touch-Ups, and then choose the text touch-up
you want to apply.

Managing Text Touch-Ups

You can edit, rename, or delete existing text touch-ups or reorder text touch-ups on the
Text Touch-Ups menu.

To manage named text touch-ups

1. From the Format menu, choose Text Touch-Ups, and then choose Manage.

The Manage Text Touch-Ups dialog box appears.

Manage Text Touch-Ups 2] x]
Edit/Create Text Touch-Ups 0K I
Bename: IEIDId & Fed Cancel

New
Underline & Blue
Edit
Delete
Fearder
Up | Dn

2. Take one or more of the following actions:

To rename a text touch-up, select the touch-up, and then type the desired name in
the Rename box.

To create a new text touch-up, choose the New button.
To edit a text touch-up, select the touch-up, and then choose the Edit button.

To delete text touch-ups, select one or more touch-ups, and then choose the
Delete button.

To reorder text touch-ups on the menu, select one or more touch-ups, and then
choose either the Up or Dn Reorder button.

3.  When you have finished using the Manage Text Touch-Ups dialog box, choose the
OK button.

Outline Styles

An outline stylds a set of character-formatting attributes associated with a particular
outline level. Using different outline styles for each level makes it easier to distinguish
visually between outline levels. For instance, you could format every first-level item as
10-point, bold, and Helvetica; and every second-level item as 10-point, italic, and Times
New Roman.

Page 91



Note: Although you can create outline items and subitems in any ECCO view, the outline

styles you create apply only to the active view.

You can use different outline styles for each level of your outline.

i | o Objectives
A. o Increase clientele by 20%
B. o Reach new audiences
1. o Smal business owners
2. o New husinesses

To format using outline styles

1. Select item(s) that represent the outline level(s) you want to format.

2. From the Format menu, choose Outline Styles. The Outline Styles dialog box

appears.

Outline Styles | x|

Define Outline Style for Selected Levels

i IA”ﬁI :I' Cancel
Size IB 'I
Color |. Black 'I

Style: W Flain I~ Bold I Italic T Undetine

Example
(AaBchDdEeWwaYysz 23456789

[T Use this view's outline styles for new views

—  To avaid this
Press Ctrl key while making choices from main Format menu.

3. the desired formatting attributes.

4. Choose the Apply button.

Note: You can also create outline styles by selecting one or more items that represent the

appropriate level(s), holding down tbgrL key, and choosing the desired

attributes from the Format menu.

To reapply an outline style

You can reapply an outline style to an item or word that has already been formatted with a

character format.

1. Highlight the text or click a cell in the column to which you want to reapply the

outline style.

2. From the Format menu, choose Character.

The Character dialog box appears.

3. Choose the Reapply button.
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Labeling an Outline

By default, each outline item is labeled with a numeral. But you can define a set of
custom outline labels to identify the levels of any outline items. For example, you could
use uppercase letters for level 1 items, lowercase letters for level 2 items, and so on.
Once you name and save a set of labels, you can apply it to any outline.

Default outline labels

[ [Merww Ad Campaion
o Ohjectives
1. o Increase clientele by 20%
2. o Reach new audiences
1. o Smal husingss owners
2. o Mew businesses
3. o Expand into Southesast region
2.| o Eements
1. o Magazine ads
1. a Trade Jowrnal i
1. o Runregular ad Sept, Oct
2. o Run holiday ad Moy, Dec

-

Custom outline labels

[ |Mewy Ad Carmpaion
o Ohjectives
A o Increase clientele by 20%
B. o Reach new audiences
1. o Small husiness owners
2. o Mew businesses
3. o Expand into Southesst region
I.| o Elemrerts
5. o Magazine ads
1. o Trade Jowrnall
a. o Runregular sd Sept, Oct
b. o Runholiday ad Mov, Dec

Note: Folders in the Folder window can also be labeled. By default, outline labels for

folders are not displayed.

Creating Outline Labels

When you create a set of outline labels, you can:

Use Roman or Arabic numerals and uppercase or lowercase letters.

Add prefix or suffix characters (such as brackets, periods, or any characters you want
to use).

Make labels cumulative, so that each item includes the labels of all the levels above
it. For example, the second third-level item in an outline might be labeled 1.1.2.

Name a set of labels so that you can reapply it to any view.

Base a new set of labels on an existing set.

Page 93



To create a set of outline labels

1. From the Format menu, choose Outline Labels, and then choose New.
The Outline Labels dialog box appears.

2. In the Rename box, type a name for the set of labels.

ECCO adds this name to the Outline Labels menu.
3. Select one or more outline levels.

4. Make any of the following changes:

* Select a label from the Label box.
» Select or type a prefix or suffix in the Prefix or Suffix box.

* Select the Cumulative checkbox to make each item in the selected levels include
the labels of all levels above it.

* Choose the Based On button to use an existing set of labels as the basis for part
or all of the new set.

5.  When you have finished specifying your outline labels, choose the OK button.

Managing Outline Labels

You can edit, rename, or delete existing named outline labels, and reorder outline labels
on the Outline Labels menu.

To manage named outline labels

1. From the Format menu, choose Outline Labels, and then choose Manage.

ECCO displays the Manage Outline Labels dialog box.

Manage OQutline Labels ]
Edlit/Create Outling Labels SR

Benarne: ISimp\e Murneric Labels Cancel

Simple Numeric Labels
Alphanumeric Labels e

:I
N

_ e |

e

Edit
Delete

Fearder

Up Dn

=

2. Take one or more of the following actions:

e Torename a named outline label, select the label and type the desired name in
the Rename box.

* To create a new outline label, choose the New button.
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* To edit an outline label, select the label, and then choose the Edit button.

* To delete outline labels, select one or more labels, and then choose the Delete
button.

* To reorder outline labels on the menu, select one or more labels, and then choose
either the Up or Dn Reorder button.

3.  When you have finished using the Manage Outline Labels dialog box, choose the OK
button.

Displaying Outline Labels

In some situations you might want to change how outline labels are displayed. For
example, in a simple one-level outline, you might find labels distracting. You might want
to include unlabeled, blank items in your outline to create space between sections. Or,
you might want to restart the numbering sequence in the middle of the outline.

Choose Outline Labels from the Format menu, and then use the following commands to
change how labels are displayed:

Use To
Show Labels Display or hide all outline labels.
Skip Label & Icon Hide or display the label(s) and item

bullet(s) for the selected item(s).

Restart Sequence Restart the alphabetical or numerical
label sequence beginning with the
selected item.

Finding Items

Use the Find, Find Next, and Find/Replace commands when you need to find item text or
column values anywhere in your ECCO file.

To quickly find a specific word or string of text, use the Find command. To replace all
instances of a specific word or string of text with other text, use the Find/Replace
command.

Using the Find and Find/Replace commands, you can:

» Find a specified string of text in order to reformat, edit, delete, promote, or demote it.
» Update all instances of the specified string of text with a different string of text.

* Add to the Search Results view all items in the file that contain the text.

» Apply afilter to find only those items that match specified criteria.
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In the Folder window, you can find text in folder names by choosing the Find command
from the Edit menu, or by choosing the Find Folder command from the Folder menu. For
more information, see the chapter or online help on “Folders.”

Note: You can continue to promote and demote items, apply formats, edit text, and
perform other tasks using menu commands while the Find dialog box is open.

Finding Text Quickly

Use the Find command to quickly highlight the next instance of the specified text in the
active view.

To highlight the next instance of the specified text
1. From the Edit menu, choose Find. The Find dialog box appears.

INetManage j Ll

2. Inthe Find box, type the text you want to find.
Or

Click the down arrow and select from the list of previous searches.

3. Choose the Find button to highlight the next occurrence of the specified text.
4. Continue choosing the Find button to highlight subsequent occurrences.

5. When you have finished using the Find dialog box, mgss

To repeat the most recent search

From the Edit menu, choose Find Next.

Specifying Further Search Options
Using the Find command, you can:

* Search the active view or the entire file.
e Search within item text, column values, or both.

» Apply afilter to find only those items that match the specified criteria. You can
use a filter to find items whether you specify search text or not.

e Collect the results of your search into the Search Results view.

The Search Results view allows you to collect and work with similar items all in one

place. For example, you could collect all items concerning an employee so that you could
review them, edit them, or copy them to a Notepad view to preserve the results of the
search. You can also find “lost” items, which do not currently appear in any view, by
searching the entire file and using the Search Results view.
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The Search Results view is a Notepad, so you can add items to it or view it again later by
choosing it from the Notepad menu. When your search results include subitems, they are
displayed along with their context parents—green-shaded parent items that do not match
the search criteria but appear in the Search Results view to provide context. For more
information about context parents, see the chapter or online help on “Folders.”

Context parents appear as shaded items

Fearch Results:
ElEearch Resutts I3
1 o COhjectives
1. @ Reach new audiences
1. o Expand into Southeast region
2.| o Elements
1. o Radio spots

1. o, Southeast region
2. @, Morthwest region a

To specify further search options

1.
2.

From the Edit menu, choose Find. The Find dialog box appears.

In the Find box, type the text you want to find.
Or

Click the down arrow and select from the list of previous searches.

Choose the Unfold (>>) button to expand the Find dialog box. The Find dialog box
expands, displaying additional options.

: Find 2] x]
[Fetanage o > | [fCaleoiAl]

Scape: € Currentview & Enfire File

Match: & ltemtext  © Selectzd column

© Item text. all columns & fislds

Find kems Matching Filter: |<ncme> >

Actions:  Find [{ext  SelectAll in View

& Copyto "Search Results" view, IRepIaCe ~

Beside Scope, specify whether you want to search the current view or the entire file.
If you are in the Calendar, you can search all future dates or the entire file.

Depending upon the option you select, other options in the dialog box may change
slightly.

Beside Match, specify whether you want to search only item text, only column
values, or both.
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8.
9.

Beside Find Items Matching Filter, you can select an existing filter or select the
Custom option and create a filter. For more information, see the chapter or online
help on “Filters.”

Beside Actions, specify how you want to display the text you find:

« To highlight the next occurrence of the specified text in the active view, select
the Find Next option.

» To highlight all items in the active view that contain the specified text, select the
Select All In View option.

e To copy all occurrences of the specified text to the Search Results view, select
the Copy To “Search Results” View option. Then select either Replace (to
replace the contents of the Search Results view with the results of your search)
or Append (to append the results of your search to the contents of the view).

Choose either the Find button or the Collect All button.

When you have finished using the Find dialog box, mess

Finding and Replacing

When you need to change specific text, you can search for and replace it all at once or
replace it selectively on a case-by-case basis.

To replace text

1.

2.

From the Edit menu, choose Find/Replace.

The Find and Replace dialog box appears.

| Find and Replace HE
Eind:  [Million E

Beplace IBlIIan j Replace
Scope: ¢ Currentwiew @ Entire File Fepl Al

Match: & Hemtext € Selected column

 ltem text & column values

Find ltems tMatching Filter: |<nDne> 'I

In the Find box, type the text you want to find.

Or

Click the down arrow and select from the list of previous searches.
In the Replace box, type the replacement text.

Or

Click the down arrow to select from the list of previous replacements.
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4. Beside Match, specify whether you want to search only item text, only column
values, or both.

5. Choose the Find button. ECCO highlights the first occurrence of the text.

6. Choose one or more of the following buttons:

« To leave the text unchanged and search for the next occurrence, choose the Find
button.

* To replace the text, choose the Replace button.

» Toreplace all occurrences of the text without confirmation (rather than replacing
occurrences one at a time), choose the Replace All button.

7. When you have finished using the Find And Replace dialog box,g8ess

Note: In the Calendar, this procedure searches only the active pane.

Sorting Items
Sortingis the process that rearranges items in the order most meaningful to you.

A simple sort might arrange items alphabetically by their text. A more powerful sort

might arrange items by alphanumeric value, using the values displayed in columns. ECCO
gives you two sorting criteria, &eys Choose the more significant criterion for the first

sort key and the less significant for the second sort key.

For example, suppose you wanted to sort items in a project outline by priority. You could
use the Priority column to sort items in order of High, Medium, or Low priority (or any
other priority value you created) and then select the “<item text>" option to sort items
with the same priority in alphabetical order.

In the Calendar, you can sort Tickler items by their event date, as well as by their item
text and column values. You might want to use the event date and the Priority column to
organize your reminders first by date and then by order of importance. Whenever you
display a different day, week, or month, your Tickler items are sorted in the order you last
specified.

You can sort all top-level items or the subitems of any selected items or folders. If you
choose to sort subitems, only the items one level subordinate to the selected items or
folders are sorted:
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If you select a folder, only first-level items are sorted.
If you select a first-level item, only second-level items are sorted.

If you select first and second-level items, only second- and third-level items are
sorted.

To sort items

1.

6.
7.

Select one or more folders or items.

To sort subitems, select a folder or item that has subitems.

From the Tools menu, choose Sort. The Sort Items dialog box appears.

Sort Items | %]
Sort = T
&+ Entire view

€ Sub-items of selected items or folders Cancel |

Sort key 1: Sort key 2:
<itarn text> j |<n0 sortkey>
&+ Ascending 1 Ascending
¢ Descending ' Descending

Quickly sort & colurmn with Sort Up and Sont Down in the
column shortcut menu; click the right mouse buttan in & calumn

To sort all top-level items or Tickler items, select the Entire View option or the
Tickler sections option.

Or

To sort subitems of selected items or folders, select the Subitems of Selected Iltems
Or Folders option.

In the Sort Key 1 drop-down list, select your primary sort criterion:

» To sort by item text, select <item text>.
e To sort Tickler items by event date, select <event date>.

» To sort by a value, select the name of the column or folder by which you want to
sort. For more information about columns, see the chapter or online help on
“Columns and Values.”

Specify whether you want to sort in ascending or descending order.
Optionally, select a second sort criterion and specify ascending or descending order.

Choose the OK button.

Note: To sort quickly by a column value, click the right mouse button in the desired

column, and then choose Sort Up or Sort Down.
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Drag and Drop

ECCO’sdrag and dropfeature makes it easy for you to work with items and manage
information:

» Drag items to promote, demote, or copy them.

» Schedule appointments in the Calendar by dragging names from the PhoneBook or
by dragging items from any Notepad.

« Add items to folders by dragging them into a folder in the Folder window.
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Chapter 7. Using the Toolbar

About the Toolbar

Using a mouse, you can perform tasks quickly and easily by choosing buttons on the
ECCO toolbar. The toolbar can have up to six rows of buttons—three rows are
associated with the ECCO program window, and three rows are associated with the active
view. You get to determine how many rows (if any) are visible at any time.

# Fceo - Bruce Keever's Main File eco
File Edit ¥iew Item Format Tools Column Help
& x -
Calendar Fhone Motepads Sum Sawve
SR L e jE &
Save Get Disk Add View Alar
Tasks “é Friority | To-Do's I Hit Issues | Dane I§
O |Tagks =
1 @ Complete documentdtion High 91857 k) fi
. @ MNeeds Chapter | ASAP
2. | o Call Rod Clawson abput dial-up logger
3. | 9 Call US West about |SDN hook-up
Program Active view
window buttons buttons The ECCO toolbar ——

{one row) {one row)

Note: You can also display a toolbar in the Shooter. For more information, see the
chapter or online help on "Using ECCO with Other Programs."

Toolbar Features

The customizable ECCO toolbar provides the following advantages:

» Convenient access to any ECCO command.

» Instant access to cascading submenus.

» Access to user-defined menu items (such as outlines, outline labels, and text touch-
ups).

» Instant access to the last-accessed command (with the Repeat box).

Showing or Hiding the Toolbar

The ECCO toolbar can be made visible or invisible at the touch of a button.
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To show or hide the toolbar
1. Click the Show/Hide Toolbar button in the status line.

The toolbar will appear (or will disappear if it was previously visible).

Bd'wark £ Time & Expenses /£
(e | 5/2/97 301 PM

Show/Hide Toolbar button

Customizing the Toolbar

The default toolbar buttons in the ECCO program window are some of those most
commonly used for file management and editiBgit you can customize the toolbar to
best suit your needs:

Change the number of rows in the toolbar.

Add buttons to the toolbar.

Copy buttons. Use the right mouse button to drag a copy from one
section of the toolbar to another.

Delete buttons. Use the right mouse button to drag them down to the
view area.

Change the size of the buttons.
To change the number of toolbar rows
1. From the Tools menu, choose Toolbar.

The Toolbar dialog box appears.

2. Inthe Rows box, select the number of rows you want displayed in each section of the

toolbar.

3. Choose the OK button.

To add a button to the toolbar

Note: For a complete guide to all ECCO buttons, see the chapter or online help on
"Command Reference."

1. Choose a command from any ECCO menu. And to prevent the command from
actually being carried out, be sure to drag the mouse off the Inedonereleasing
the mouse button.

The button corresponding to this command appears in the Repeat box at the top right

of the toolbar.

2. Press theght mouse button and drag the command button from the Repeat box to

the desired position on the toolbar.
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Note: From the Tools menu, choose Toolbar, and then choose Add/Arrange Icons to
display icons in the Repeat box without invoking the action.
To change toolbar button size

You have a choice of large toolbar buttons with captions (the default) or small toolbar
buttons without captions.

1. From the Tools menu, choose Toolbar.

The Toolbar dialog box appears.
2. Check or uncheck the Show Large Buttons with Captions checkbox.

3. Choose OK.

Reorganizing the Toolbar

After placing the desired command buttons on the toolbar, you can reorganize it at any
time:

* Rearrange command buttons by dragging them. Use the right mouse button.

« Add or delete spaces between command buttons. Position the mouse cursor between
the buttons, and pressiiFT+theright mouse button.

« Arrange command buttons into groups (that is, delete the spaces between them), and
then move these groups as single objects . Drag them while presgingheright
mouse button.

Note: From the Tools menu, choose Toolbar, and then choose Add/Del Spaces or
Arrange Groups. Then follow the instructions in the Description box.
Adding Submenus to the Toolbar

For added convenience, any submenu (or hierarchical menu) can be added to the toolbar.
(It will appear as a drop-down menu when you click its command button.) This gives you
simplified access to commands. For example, the conventional method for changing a
font would require that you choose the Format menu, the Font menu, and then a font
name; by adding the Font submenu as a button on the toolbar, you can choose a font
directly from the drop-down menu.

To add a submenu to the toolbar

1. Choose a menu command that brings up a submenu.

The button for the first item in the submenu appears in the Repeat box.
2. Click outside the menus to dismiss them.

3. Click the up arrow attached to the Repeat box.
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The button for the submenu appears in the Repeat box. Buttons for submenus have a
white triangle in their lower-right corner.

Use theight mouse button to drag the menu button from the Repeat box onto the
toolbar.
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Chapter 8. Printing

It's easy to print from each ECCO view. In this chapter you'll learn about:

e Printing a Calendar

* Printing a Notepad

e Printing a PhoneBook
e Printing columns

* Printing a Calendar

»  Printing catalogs

When printing a Calendar you have the following options:

*  Print summary pages (summary pages do not include subitems of appointments and

ticklers).
* Print detail pages. When you print detail pages you can print all items, exclude

hidden subitems, and specify the levels of subitems to include. You can also print

any columns associated with your Calendar.
* Print the Appointment section, Tickler section, or both.
* Printitems in a desired font.

A user name prints in the upper-left corner of the Calendar, and the time period prints in

the upper-right corner. You can change the user name in the ECCO Options property

sheet. Select the Options command on the Tools menu, select the Files tab, and then enter

the name to be printed in the text field to the right of User name for report headings.

To print a Calendar

1. To print specific items, select them.

2. From the File menu, choose Print.
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© N o u

The Print Calendar View dialog box appears.

Print Calendar View

[2[x]

Catalag of Print Settings: | Default Setings for Day &

Page Setup: | Custom: Letter, 8511 in -] Seup

Foi

’7(-‘Day © Week © Month  © Selected tems Only ‘

aK

Cancel

Preview.

[

Date R

Fram

g
|5,ma7 B Ta: |5/15/u7 |G ‘

Font

Motes Columns._ |

Sectio

’7 & Appaintments & Ticklers © Appaintments  C Ticklers ‘

Ordering

Copies: [1

I 2-Sided Printing
I~ Beverse Order
I Muliiple Copies
onaPage

In the Catalog of Print Settings list, select one of the following:

» A predefined Calendar Print Catalog Setting, such as Default Settings for Day or
Default Settings for Month.

» A user-defined Print Catalog that you've created.

In the Page Setup list, select the desired page size.

Note: To add custom page sizes, select the Setup option. You can choose from page

sizes that fit common organizer-style notebooks, including The Priority
Manager', DayTimer', Franklin", and most other popular day planners, as

well as A4, A5, Legal, and Executive paper sizes.

Under Format, select the desired option.

Under Date Range, specify a start and end date for the information you want to print.

Under Sections, select Appointments, Ticklers, or both for printing.

Under Ordering, type the number of copies you want to print and, as desired, select
2-sided printing, reverse-order printing, or multiple copies on a page.

If you want to specify additional printing options, choose the Notes/Columns button.

The Appointment Notes and Columns dialog box appears.

Appointment Notes and Columns

i~ Format
 Summary Pages: No Appointment Mates or Columng
¥ Detail Pages with Notes and Columns (Skip Empty Slots)

Cancal I

[~ Motes:

[ Privt Motes Onlyto Levet [1 -

™ Don't Print Motes ¥ Prirt Item |cons

i~ Columns:

[ Prik Columns ¥ Skip Minimized Columns

™ Custorn Columins Callmtiss
Mumber of Columns on 1st Page:  [2

™ Masimum |tem Text Width Oin
Use this setting if you want the columns closer to the items
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10. In the Outline Notes And Columns dialog box, take one or more of the following
actions:

» Select either Summary Pages: No Appointment Notes or Colanistails
Pages with Notes and Columns (Skip Empty Slots).

* Inthe Notes section, select the options you want. You can do this only if you
specified Details Pages in the Format section.

« Inthe Columns section, select the options you want. You can do this only if you
specified Details Pages in the Format section.

11. Choose OK.

12. As desired, choose the Font button to customize printout fonts. Choose OK to exit
the Item Text Font dialog box.

13. Choose the OK button to print.

PhoneBook Entries

When you print PhoneBook entries you have the following options:

e Print the entire PhoneBook.
e Print items currently in the view.

*  Print selected items.

You may also specify what kind of information is printed for each item.
To print PhoneBook information
1. If you want to print specific items, select the items you want to print.

2. From the File menu, choose Print.

The Print PhoneBook View dialog box appears.

Print PhoneBook View KE
Catalog of Print Settings IDeiau\I PhoneBook Setings j oK
Page Setup ICulem Letter, B5x11in j Setup | Cancel |
B
Riang
& Enfire FhaneBask Al tems Cunently In This View _ Pever |
 Selected ltems Only Header/Foater
Format: IName, (Company), Addr & Phone MNo's j IName Sort j Eont..
Options..
Ordering
Caopies: 1
I~ 2-Sided Printing
I Beverse Order
™ Multiple Copies
onaPage
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9.

Note: To print Calendar columns, you must select Details Pages in the Format
section of the Outline Notes and Columns dialog box.

Choose the desired Catalog of Print Settings.
Choose the desired Page Setup.

Note: If you are printing name and address only, you can choose standard page

sizes, or you can choose Avetgbel sizes. In the Range section, choose an

option to specify what you want to print.

In the Format section, select the kind of information you want to print for each item,

and specify a sort order.

If you select a PhoneBook format option that includes columns, a Column button

appears. Choose the Column button to display the PhoneBook Columns dialog box
in which you can specify which columns to print, the width for the Name section, and

the order and maximum width for each column.

If you select a PhoneBook format option that includes forms, an option
appears that lists the PhoneBook forms that have been created. You can
select the PhoneBook form you want to print and how fields will be divided
across the page.

Under ordering, enter the number of copies you want to print. And, as desired,
specify 2-sided printing, reverse-order printing or multiple copies on a page.

If you want to set additional printing options, choose the Options button.
The PhoneBook Options dialog box appears.

In the PhoneBook Options dialog box, take one or more of the following actions:

e Toinsert a page break between entries beginning with a different letter, select

the New Page at Start of Each Letter checkbox.

» To switch the print order of names, select the Switch Lastname, Firstname to
Firstname Lastname checkbox. This will cause titles such as Dr. or Ms. to
appear in the entries as well.

» Select whether you wabbththe home and business addressed to be printed.

* Inthe Outline Notes section, select the desired options. You can do this only if

you specified one of the Outline Note options in the Format section.

Choose the OK to close the PhoneBook Options dialog box.

10. Choose OK to print.

Printing Notepad Items

When you print Notepad items, you have the following options:
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Print all items in the Notepad.

Print selected items in the Notepad.

Print items to a specific outline level.

Omit or print hidden subitems.
Omit or print item bullets.
Omit or print specific columns.
Add headers and footers.

To print Notepad information

1.
2.

3.

4.

5.

6.

If you want to print specific items only, select the items.

If you want to omit subitems, hide them (by double-clicking the item they're

subordinate to).

From the File menu, choose Print.

Print Notepad

Catalog of Print Settings:

IDelauh MNotepad Settings

[ &

Page Setup: ICUElDITI Letter, 5x111in

-] sewp.. Cancel

Range:
’7 & Print Al ltems

 Print Sglected tems & Subs Only ‘

Prewvie.. |
e s Header/Footer.
™ Print tems Only to Level: 1 5
I~ Skip Hidden Sub tems ¥ Print tem loons Ll
i~ Columns:
I™ Print Colurnns F Skipkdinimized Calumns
Ordering
™| Custom Columns Colurnps...
Copies: |1
Number of Calumns on 1st Page. i
™ taximum [tem Text Widi 0in ™ 2-Sided Printing
Usze this setting it yauwant the columns claser ta the items ™ Beverse Order

™ Multiple Copies
on a Page

Note: If you are printing name and address only, you can choose standard page
sizes, or you can choose Avetgbel sizes. The Print Notepad dialog box

appears, displaying the Default Notepad Settings.

In the Catalog of Print Settings list box, select a user-defined Notepad Print Catalog.

Or

Make any changes to the Default Notepad Settings. These changes are temporary.

In the Page Setup list box, select the page setup you want, or choose the Setup dialog
box and specify your own page setup.

Under Range, select the Print All Items checkbox or the Print Selected Iltems Only

checkbox.
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10.

11.

Under Item Options, select the Print Items Only to Level, Skip Hidden Sub Items,
and Print Item Icons checkboxes.

Under Columns, change the settings as necessary.

If you want to print a header or footer, choose the Header/Footer button and provide
information as appropriate.

Headers and footers are automatically centered on the page. If selected, the date
appears in the lower-right corner of each page, and the page number appears in the
lower-left corner.

Under Ordering, specify the number of copies to print and, as desired, check the
boxes for 2-sided printing, reverse-order printing, or multiple copies on a page.

Choose the OK button.

Specifying the Page Setup

With the Page Setup feature, you can specify the following options:

Page size:Dimension of the paper, height/width, orientation (portraPage
margins Top, bottom, left, and right margins for the paper.

Print areas: Number of forms (days, weeks, months, pages) to be printed across and
down the page, space between rows and columns, and whether pages will be cut
sheets.

Internal margins: Top, bottom, left, and right margins for this page setup.

Envelope address positions{(if printing envelopes) Print location for the return
address and addressee.

To specify Page Setup

1.

In the Page Setup section of the Print dialog box, choose the Setup button.

The Page Setup dialog box appears.

In the Edit Settings For section, select the option for the characteristic you want to
modify. The Paper section will change based on your selection.

In the Paper section, provide the requested information.
When you have finished making your selections, choose the OK button.

Note: You can rename, delete, and reorder page setups using the Manage Page
Setups dialog box.
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Printing Options

A variety of options are available when you print ECCO views. The following sections
describe these options in detail.

To preview your printing
To see a representation of how your printed page will look, use the Print Preview option.
1. From the File menu, choose Print.
The Print dialog box for the view appears.
2. Choose the Preview button.

The Print Preview screen, containing a representation of the page, appears. From this
screen, you can move between sample pages by using the Next and Previous buttons.
To leave the Print Preview screen and begin printing, press the Print button.

To specify two-sided printing
With ECCO you can have information printed on two sides of the page.

1. From the File menu, choose Print.

The Print dialog box for the view appears.

2. When specifying your printing preferences, click the 2 Sided Printing checkbox.

A series of dialog boxes will walk you through the two-sided printing process.

To specify reverse printing

With reverse printing, the last page of the document is printed first. This is useful for
printers such as those in the HP DeskJet series that output pages in a “face-up” manner.

1. From the File menu, choose Print.

The Print dialog box for the view appears.
2. When specifying your printing preferences, click the Reverse Order checkbox.

To specify multiple copies on a page

With multiple copies on a page, a form feed command is not sent to the printer between
each copy.

1. From the File menu, choose Print.

The Print dialog box for the view appears.

2. When specifying your printing preferences, click the Multiple Copies on a Page
checkbox.
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Catalog of Print Settings

A print catalogis a set of predefined print options. You can use the default print catalog
settings or define your own print catalogs. A print catalog specifies the following:

e Section: You define settings for an ECCO view (PhoneBook, Calendar, or
Notepad).

 Format: Select from a list of formats applicable to the section.

» Page Setup:Define the page size, area, margins, and orientation.

* Range: Select a range of items applicable to the section (for example, a date range
for the Calendar).

e Printer: Select the printer to be used.
» Header/Footer: Specify the text and formatting to be used on headers and footers.
* Font type and size: Select the font and size used for printing.

* Two-side, Reverse order, Multiple Copies on a PageSelect options for print
methods.

You can name and save any print catalog you define. To print using a predefined print
catalog, select the name from the Catalog of Print Settings list box in the Print dialog box.
You can also modify and rename existing print catalogs.

To print a catalog
1. From the File menu, choose Print Catalog.

2. From the submenu, choose the catalog you want to print.

Printing begins immediately, using the attributes previously defined for the selected
catalog. If you're printing a Notepad catalog, you must choose which notepad you
want to print.

Printing Column Values

When printing Notepad or Calendar information, you can choose to print information
from columns. You can

e Print all columns.

*  Print selected columns.

e Omit printing (skip) minimized columns.

»  Specify the number of columns to print on the page.
»  Specify the maximum width of the columns that print.
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To specify column-printing options

1. Display the Columns section of a dialog box. The Columns section for Notepads
appears in the Print Notepad dialog box; the Columns section for Calendar appears if
you choose the Notes/Columns button in the Print Calendar dialog box.

2. Choose Print Columns.

3. Select the Skip Minimized Columns option to prevent minimized columns from being
printed.

4. Select the Custom Columns option to specify which columns should print, and then
choose the Columns button. The Custom Columns dialog box appears. You can add
any column to the printed view, even if the column doesn't normally appear in this
view.

5. Select columns from the Choose Columns List, and then choose the Add button to
add them to the Columns Chosen List.

6. Choose the OK button to close the Custom Columns dialog box.

7. Specify the number of columns you want printed on the first page and the maximum
item text width.

8. Choose OK.
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Chapter 9. Importing and Exporting

Introduction to Importing and Exporting

By importing and exporting, you can move database, spreadsheet, or text information
between ECCO and other files.

e You can import phone book information from a personal information manager into
your ECCO PhoneBook.

* You can export selected records from ECCO in a mail-merge format to your word-
processing program.

e You can import or export spreadsheet information in a columnar format.

* You can combine information from two or more ECCO files by exporting
information from one file and importing it into another.

* You can reduce the size of your ECCO file by archiving your old appointment and
tickler items.

«  You can export selected records from ECCO to a Tinizata Link" watch.
«  You can synchronize records to and from a U.S. RotSoRtdst” PDA

You can import files in two formatab-delimited texbr comma-separated values
(CSV). A tab-delimited text file contains fields or categories of information separated by

tabs. A CSV file contains fields enclosed in quotation marks and separated by commas.

Most personal information manager, database, and spreadsheet programs allow you to
save files in these formats.

You can export ECCO information to other programs by using the Export command on
the File menu. The information can be in any of several formats—ECCO to ECCO, tab-
indented, CSV, tab-delimited, and mail-merge. Mail merge information can be exported
to major word-processing programs that use standard mail-merge formats.

Importing to the PhoneBook

When you import a file into the PhoneBook, you can specify the fields you want to
include as well as their ultimate location. Names and other identifying information

normally appear as items in the PhoneBook; addresses, phone numbers, and most other

typical information will appear in the PhoneBook entry form. New fields will appear as
PhoneBook columns.

To import a file into the PhoneBook
1. Switch to the PhoneBook.
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2. From the File menu, choose Database, then choose Import.

The File Import dialog box appears.

File Import

7]

Look jn I _4Ecco

==

Cordgr

Maildlls

Template
IZ] Phaone txt

File name: I

Opsn

Files of type: ITEXI (T

™ Open as read-onky

Cancel

Help

]

5. Choose the OK button.

The Choose Fields For Import Into PhoneBook dialog box appears, which displays
the field names located in the file you want to import. Use this dialog box to select

In the List Files Of Type box, select the file type you want to import.

In the File Name box, type or select the name of the file you want to import.

the fields you want to import into the ECCO PhoneBook.

Choose Fields for Import into PhoneBook B
Field Mame Destination Choose a Destination

r_tls,

Job_Title <lgnore » < Full Marme >

Company <lIgnore » < LastMame, >

Address_1_Business <lgnare >
Address_2_Business <lgnore »

City_Business <lgnore »
State_Business <lIgnore »
Zip_Business <lgnare >
Country_Business <lgnore »
Aark_N <lgnore »
Home_h <lgnare >
Fax_N <lgnare >
Cell_MN <lgnore »
AN <lgnore »

< First Name >

< Middle Mame >

< Qutline Mate >

< MNew Text Field >

< MNew Date Field >

< New Popup Field >

< Newr Mumber Field >

< MNew Checkmark Field >
MNet Location

b s,

Job Title

Company

Address 1-Business
Address 2- Business
City - Business
State - Business

Zip - Business =

Sample EII Bename New Field I

I Ignore Mail Merge Header (Ignores first recard)

File: C:\Program Files\ECCO\Phone txt

Cancel

» If you do not want to import the information in the selected field, select

<Ignore>.

In the Field Name box, select a field you want to import into the ECCO PhoneBook.

In the Choose A Destination box, select a destination for the field:
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Note

If you want the information in the selected field to appear as part of the item for
this PhoneBook name, select Full Name, Last Name, First Name, or Middle
Name.

Use First Name and Last Name if the source file has separate fields for the first
and last names. Use Full Name if the names are in a single field. Use Name As
Entered if the source file is an ECCO file.

If you want information in the selected field to appear as a particular field in the

PhoneBook form, or if you want the information in the selected field to appear in
an existing PhoneBook column or in another existing ECCO text column, select
a field name without angle brackets.

If you want to create a new column in the PhoneBook to import the selected
import field to, select a field name with angle brackets and, then type a name in
the Rename New Field box. For example, to create a new text column, select
<New Text Field> and then type a name for the text field in the box.

8. Repeat steps 7 and 8 for each additional field you want to import.

9. To check your field mapping, click the Sample buttons to move through the file one
record at a time.

10. When you have specified a destination for each field you want to import, choose OK.

ECCO imports the information in the view to the file you specified.

Importing to a Notepad

You can import both item text and column information into a Notepad. ECCO lets you
specify which columns in the view you want to import to. If the file you are importing has
a mail-merge header (if the first row of the file contains field names), you can use the
header to create new columns to import to. If the file does not have a mail-merge header
and if you'd like to import information into columns, choose the fields you want to import
and the columns you want to import them to.

Note: Although you can’t import directly into the Calendar, y@mnimport date column

information into an ECCO Notepad. And, by default, any information you import
into a date column will appear in the Calendar. Be sure to insert the date folders
(usually all the folders under scheduling in the Folder window) into the Notepad
before importing.

To import a file into a Notepad

1. Switch to a Notepad.

2. From the File menu, choose Database, then choose Import.

The File Import dialog box appears.

3. Inthe List Files of Type list box, select the file type you want to import.
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4.,
5. Choose the OK button.

In the File Name box, type or select the file you want to import.

The Import into Current View dialog box appears.

Import into Current View
Insertimportad iterns:
@ Atbottom of notepad
© After currently selected item
Atwhich level
& Sarme as selected item
 Subordingte to selected item

FIE
Cancel

¥ Importfile has columnar data

 Create new columns using mail merge header

T Use existing colurmns fmaiching names fourd

' Choose column for each field

Choose..

File: CAProgram FilesiECCOYSales bt

6.

Under Insert Imported Items, select an option:

e To place the imported information at the bottom of the outline, select the At

Bottom of Outline option.

» To place the imported information after and at the same level as the currently
selected item first select the After Currently Selected Item option, and then select

the Same As Selected Item option.

e To place the imported information after and subordinate to the currently selected
item, first select the After Currently Selected Item option, and then select the

Subordinate to Selected Item option.

7. If you are importing information into columns, select the Import File Has Columnar

Data option.

8. If the file you are importing has a mail-merge header that you want to use to create
new columns, select the Create New Columns Using Mail Merge Header option.
If you want to use existing ECCO columns if they match the fields in the file, select
the Use Existing Columns If Matching Names Found option.

9.

To choose the columns you want to import to, select the Choose Column For Each

Field option, and then choose the Choose button.

The Choose Columns For Import Fields dialog box appears, which displays the field
names in the file you want to import. Use this dialog box to select the fields you

want to import into the ECCO Notepad.
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10. In the Import Field list, select an import field you want to import into the ECCO

11.

12.
13.

14.

15.

Choose Colunins for Import Fields

Import Eield Destination Calurmn

Choose a Calumn

<itern>» < ltern Text- Reguired >

Profit<number>

< Iterm Text- Reguired >
<Ignore >

< Outling Note >

< New Text Field >

< MNew Date Field >

< New Popup Field >

< [New Number Field >
< New Checkmark Field >
Profit {num)

ﬁample.m Bename CD\umn_IPrnﬂd

File: ChProgram Files\ECCO,Sales bt

Notepad.

In the Choose a Column box, select a destination for the import field (the first import
field is automatically designated as item text).

» If you do not want to import the information in the selected import field, select

Ignore.

« If you want the information in the selected import field to appear in a particular

column in the Notepad, select that column.

» If you want to create a new column in the Notepad to import the selected import

field to, select a column type with angle brackets and then type a name in the
Rename Column box. For example, to create a new text column, select <New
Text Field> and then type a name for the text field in the box. For more
information about column types, see chapter or online help, “Columns and

Values.”

Repeat steps 11 and 12 for each additional field you want to import.

To check your field mapping, click the Sample buttons to move through the file one

record at a time.

When you have specified a destination for each field you want to import, choose the

Continue button.

Choose the OK button.

ECCO imports the information into the Notepad.
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Exporting from the PhoneBook

Use the Export command on the File menu to export PhoneBook entries to another
program. For example, you might export your PhoneBook to a database, or you might
export PhoneBook entries to a mail-merge file for a word-processing program and use the
program’s mail-merge feature to print form letters.

To export from the PhoneBook

1. Switch to the PhoneBook.

2. From the File menu, choose Database, then choose Export.

The Export PhoneBook dialog box appears.

Export PhoneBook HE
ltems To Export: Choose Field Set: oK |
& Entire PhoneBaoak I j
 lterns currently in Yiew Cancel

 Selected llems Only el ChEEEn

Format
Mail Merge (MS Word) = i Choose Fields..©

¥ Mail Merge Header Piemove Field
[~ DOS Text

Delete Set
Exporttofile:  [PHONE TT Browse

3. Under Items To Export, select an option:
e To export all entries in your PhoneBook, select the Entire PhoneBook option.

» To export only those entries collected in the PhoneBook list, select the Items
Currently In View option.

» To export only selected items, select the Selected Items Only option.
4. Select one of the format options:

* To export information to a word-processing program in a mail-merge format,
select one of the mail-merge options.

» To export the PhoneBook to a spreadsheet or database, select the CSV (Comma
Separated) format.

* To export only names and outline notes to a word-processing program, select the
Outline Only (Tab Indented) format.

» To export names, column information, and outline notes, select CSV (+ Tab
Indented Notes).

* To export to another ECCO file, select the ECCO to ECCO format.

Note: Check the DOS Text option if you want to restrict the export file to ASCII
characters.
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5. If you are doing a mail merge or if you plan to import your PhoneBook information
back into ECCO at a later time, select the Mail Merge Header option (if it is not
already selected).

6. Inthe Export to File box, type a name for the file you want to export.
Or

Choose the Browse button and then select a file to export to (*.TXT or *.CSV). The
file will be overwritten.

7. Choose the Choose Fields button.

The Choose Field Set dialog box appears. Use this dialog box to select the
PhoneBook fields you want to export.

Choose Field Set 7] ]
Choose Fields: Fields Chasen:

< Mame As Entered > = oK. I

< Full Name >

< LastMame > Cancel

< FirstName »

< Address Line 1>

<Address Line 2>

< City >

<State >

< Zip Code >

< Country >

MetLacation

Profit

bor.fhds.

Job Title

Cornpany

Address 1-Business

Address 2- Business =l 500 %> Eleinioye Fill
I™ Add Field Setto Menu Mame |

8. Inthe Choose Fields list, select a field you want to export.

Note: The < > fields are the default fields chosen in ECCO. For example, if home
address is the default for an entry, that default information would be used for the
export. If you are uncertain, ignore the < > fields and include the Address -
Business and Address - Home fields in the export.

9. Choose the Add button.

The field appears in the Fields Chosen list.
10. Repeat steps 8 and 9 for each additional field you want to export.
11. When you have finished specifying fields, choose the OK button.
12. Choose the OK button.

The PhoneBook is exported to the file you specified.

Note: To add the field set to the menu, in the Choose Field Set dialog box, select the
Add Field Set to Menu option, and then type a name in the Name box. The field
set will appear under Choose Field Set in the Export PhoneBook dialog box.
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Exporting from a Notepad

When exporting from a Notepad, you can export all items in the view, selected items, or

items plus information in columns.

To export from a Notepad

1.
2.

3.

Switch to the Notepad you want to export.

From the File menu, choose Database, then choose Export.

The Export Notepad dialog box appears.

Export Notepad
lterns To Expart: B
& Allltems in View =
 Selected ltems Cancel
 Selected ltems & Subs
Format
[Mail Merge (MS Word) -] Columns..
Export to file: I~ Dos
[ALESTHT Browse..

Under Items To Export, select an option:

To export all items in your Notepad, select the All Items In View option.
To export selected items, select the Selected Items option.

To export selected items plus their subitems, select the Selected Items & Subs
option.

4. Select one of the format options:

Note

5.

6.

To do a mail merge, select one of the mail-merge options.

To export the Notepad (including information in columns) to a spreadsheet or
database, select the CSV (Comma Separated) format.

To export only outline items to a word-processing program, select the Outline
Only (Tab Indented) format.

To export to another ECCO file, select the ECCO To ECCO format.

: Check the DOS Text option if you want to restrict the export file to ASCII
characters.

n the Export To File box, type a name for the file you want to export.

Or

Choose the Browse button and select a file to export to (*. TXT or *.CSV). The file
will be overwritten.

Choose the OK button to export your outline.
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Or

To export information in columns, follow the instructions described in the following

procedure.

To export a Notepad with columns

Before beginning this procedure, follow the steps described in the preceding procedure.

1. Inthe Export Notepad dialog box, choose the Columns button.

The Export Notepad and Columns dialog box appears.

Export Notepad and Columns

ltems To Expart: Choose Column Set:

oK |

& Allltems in Wiaw I
© Selected tems
 Selected tems & Subs

Eormat:

kail Merge [ M3 Word ) i

¥ hail Merge Header
I~ DOS Text

j Cancsl

Columns Chosen

Bemawve Cal
Delete Set

Exportiofie:  [SALES THT

Browse...

2. Choose the Choose Columns button.

The Choose Column Set dialog box appears. Use this dialog box to choose the

columns you want to export.

Choose Column Set HE
Choose Columns: Caolumns Chosen:

Start Dates (date) (0]} |

Due Dates (date)

Done (date) Cancel

Prafit (num)

Acld >> Bermawe Cal.

™ Add Column Setto Menu  MName

3. Inthe Choose Columns list, select one or more columns you want to export.

4. Choose the Add button.

The column(s) appear in the Columns Chosen list.

5. Repeat steps 3 and 4 for any additional columns you want to export.

6. When you have finished selecting columns, choose the OK button.

7. Choose OK again.

The Confirm Export dialog box appears.

8. Choose OK to confirm the export.
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Or
Choose Cancel to cancel the export.

If you chose OK, the Notepad is exported to the file you specified.

Note: To add the column set to the menu, in the Choose Column Set dialog box, select
the Add Column Set to Menu option, and then type a name in the Name box. The
column set name appears under Choose Column Set in the Export Outline and
Columns dialog box.

Exporting from the Calendar View

To export Calendar information, place the Appointments folder or a date folder into a
Notepad, and then export the Notepad and its columns.

For more information about placing folders in Notepads, see the chapter
or online help, “Folders.”

Follow the instructions for exporting from a Notepad earlier in this
chapter.

Combining ECCO Files

If you need to combine multiple ECCO files, simply export the
information from one or more ECCO files and then import it into the
destination ECCO file.

Combining ECCO Notepads

To combine two files, you can transfer data from one ECCO file to another using the
Search Results notepad:

» Collectin the Search Results notepad of the first file all the data you want to transfer.
* Add any columns you want to export to the Search Results notepad.

» Export the Search Results notepad to a text file.

* Import the text file into the Search Results notepad of the destination file.

Use the following procedure to collect all data you want to export in the
Search Results notepad. This procedure can be used with any named
filter.

To collect all data in the Search Results notepad
1. Open the ECCO file from which you want to transfer data.

2. From the Edit menu, choose Find.

The Find dialog box appears.
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To display the entire Find dialog box, click the Unfold button (>>).
In the Find box, select and delete any text.

Under Scope, select the Entire File option.

o 0 kM w

In the Find Items Matching Filter box, select None or choose any named filter in the
list.

7. Under Actions, select the Copy To “Search Results” View option, and then select
Replace.

8. Choose Collect All. ECCO places a copy of all items in your ECCO file in the
Search Results notepad.

9. Close the Find dialog box.

To add columns to the Search Results notepad

If you want to export item values, you must add columns for all folders that contains items
before you export.

1. From the Column menu, choose Show Columns.

2. From the Column menu, choose Insert Column, and then choose Existing Folder.

The Insert Folder Columns dialog box is displayed.

3. Select all the columns whose values you want to export. For more information about
columns and values, see the chapter or online help on “Columns and Values.” You
can insert a maximum of 100 folders.

4. Choose the OK button.

To export from the Search Results notepad
1. From the File menu, choose Database, then choose Export.

The Export Notepad dialog box appears.

2. Inthe Export Notepad dialog box, choose the Columns button.

The Export Notepad And Columns dialog box appears.

Under Items To Export, select All Iltems In View.

Under Format, select ECCO To ECCO.

Select the Mail Merge Header option, if it is not already selected.

Select the DOS Text option, if it is not already selected.

N o o kM ow

Choose the Choose Columns button.
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The Choose Column Set dialog box appears.
8. Select all the columns in the Choose Columns list.

9. Choose the Add button.

The column(s) appear in the Columns Chosen list.
10. Choose the OK button.
11. Choose OK again.

The Confirm Export dialog box appears.

12. Choose OK to confirm the export.

The Notepad is exported to the file NOTEPAD.TXT.

To import a file into the Search Results notepad

Now that you have exported the data from your first file, you can import it into the Search
Results notepad of a new or existing ECCO file.

1. Open the ECCO file into which you want to transfer data.

2. Again, use the Find dialog box to collect everything in the file and display the Search
Results notepad.

3. From the File menu, choose Database, then Import.

The File Import dialog box appears.

4. Inthe File Name box, select NOTEPAD.TXT. This is the file into which you
exported data in the previous procedure.

5. Choose the OK button.

The Import Into Current View dialog box appears.
Select the Import File Has Columnar Data option.
Select the Create New Columns Using Mail Merge Header option.

Select the Use Existing Columns If Matching Names Found option.

© © N o

Choose the OK button.

The Confirm Import dialog box appears.

10. Choose the OK button.
ECCO imports the data into the Search Results notepad.
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Combining ECCO PhoneBooks

To combine two ECCO PhoneBooks, you export the PhoneBook of the first ECCO file to
a text file and then import that text file into the PhoneBook of the second file.

To
1.

2.

S

10.

11.

12.
13.

To

export from the PhoneBook
Switch to the PhoneBook.

From the File menu, choose Database, then choose Export.

The Export PhoneBook dialog box appears.

Under Items To Export, select the Entire PhoneBook option.
Under Format, select the ECCO to ECCO format.

Select the Mail Merge Header option, if it is not already selected.

Clear the DOS Text option unless you want to restrict the export file to ASCII
characters.

Choose the Choose Fields button.

The Choose Field Set dialog box appears.

In the Choose Fields list, select Name As Entered.
Choose the Add button.

The field appears in the Fields Chosen list.

In the Choose Fields list, select all fields from “Mr./Ms.” to the end of the list,
skipping fields surround by angle brackets (< >).

Choose the Add button.

The fields all appear in the Fields Chosen list.
Choose the OK button.

In the Export PhoneBook dialog, choose the OK button.
The PhoneBook is exported to the file PHONE.TXT.

import a file into the PhoneBook

Switch to the PhoneBook of the file into which you want to import.

From the File menu, choose Database, then Import.

The File Import dialog box appears.

In the File Name box, select PHONE.TXT
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10.

This is the file into which you exported PhoneBook data in the previous procedure.
Choose the OK button.

The Choose Fields For Import Into PhoneBook dialog box appears, which displays
the field names located in the file you want to import. You use this dialog box to
select the fields you want to import into the ECCO PhoneBook.

In the Field Name box, select Name As Entered.

In the Choose a Destination box, select Full Name.

The Name As Entered field is mapped to the Full Name field. Now you must map
the remainder of the fields you want to import.

In the Field Name box, select a field you want to import into the ECCO PhoneBook.
In the Choose a Destination box, select a destination for the field:

* If you do not want to import the information in the selected field, select Ignore.

* If you want the information in the selected field to appear as a particular field in
the PhoneBook form, or if you want the information in the selected field to
appear in an existing PhoneBook column or in another existing ECCO text
column, select a field name without angle brackets.

* If you want to create a new column in the PhoneBook to import the selected
import field to, select a field name with angle brackets, and then type a name in
the Rename New Field box. For example, to create a new text column, select
<New Text Field>, and then type a name for the text field in the box.

Repeat steps 7 and 8 for each additional field you want to import.
When you have specified a destination for each field you want to import, choose OK.

ECCO imports the information in the file to the destinations you specified.

Archiving Appointments and Ticklers

Over time, many appointments and tickler items can accumulate in your ECCO file.
Archivingallows you to store appointment and tickler items so that you can

Pass the information on to others.
Create a library of your past activities either for security or future reference.
Reduce the size of your ECCO file by removing old appointments and tasks.

To archive old appointments and ticklers

1.
2.

Open the file you want to archive information from.

From the File menu, choose Database, then choose Archive.
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6.

The Archive Appointments And Ticklers dialog box appears.

In the Archive Iltems Before field, select a cut-off date before which items will be
archived.

In the To File box, enter a filename for the archived information or accept the default
filename.

The default filename is based on the current date. For example, if you are archiving
information on April 25, 1997, the default flename would be 042597.ECO.

To remove the archived information from the active file, select the Delete After
Archiving option.

Recurring events are not deleted if their final recursion date falls after the archive
date.

Choose OK to finish archiving.

Note: Each time you archive information, ECCO saves the information to a new ECCO

file. You cannot add the information to an existing file.

Exporting Data to a Timex ®© Data Link " Watch

ECCO allows you to export data to the Timex Data Link watch. This is an export-only
feature. The Timex Data Link watch is a receive-only device.

Note: To transfer data you must use a CRT (cathode ray tube) monitor or the Data Link

adapter. The Data Link software will not work with laptop or any LCD screen
display.

To select PhoneBook items to transmit

ECCO uses a checkmark column called “Timex” to select PhoneBook items to be
transmitted to the Data Link watch. You can use a different name by specifying it in
the ECCO Timex Data Link Options dialog box, described later.

Create and add the column “Timex” in the PhoneBook view. For more information
on adding a column, see the chapter or online help on “Columns and Values.”

Or

Select the Timex Data Link command from the Tools menu. Choosing the OK
button on the selection of information to transmit dialog box will prompt you to
create the Timex column. Choose the Yes button.

This creates the Timex folder and adds it as a column to the PhoneBook view.
Close the Times Data Link dialog box and switch to the PhoneBook view.

Place a checkmark in the Timex column for each PhoneBook item to be exported.
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To export from ECCO

1. Choose the Timex Data Link command from the Tools menu.

The ECCO Timex Data Link dialog box appears.

Ecco Timex Data Link x|
Select the information to transmit from your Ecco 7
file to your Timex Datalink watch:
Ci |
W Appointments i
¥ To-Do's and Ticklers
¥ Anniversaries Options
¥ Alarms

W FPhaone numbers

2. Select the type of items you want to transmit. You can select one or any combination
of the following:

Appointments
To-Do’s and Ticklers
Anniversaries
Alarms

Phone numbers

3. Choose the Options button.

The ECCO Timex Data Link Options dialog box appears.

Ecco Timex Data Link Options x|
‘Watch model
[ Timex Data Link 150 Watch B
Cancel
Transmit using:
& Monitor  © Laptop adapter Calibrate

Infarmation to transmit

10 dews of Appointments

3 days of To-Do's and Ticklers, prioritized by date

30 daws of monthly & vearly Anniversaries, and mult-days

3 dews of Alagms
Phone numbers selected using I Timex column

4. Select the watch model from the list box.

5. Select the type of transmission—monitor or laptop adapter.

Note:

The first time you run the Timex Data Link export, or when you change the Watch
model or Transmit using option, the ECCO Timex Link Calibrate dialog box will
appear. lItis also recommended that anytime you make changes to your monitor
that you choose the Calibrate button.
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6. Enter the number of days of appointments, to-do’s and ticklers, anniversaries, and
alarms data to transmit. The maximum setting is 30 days.

7. Enter the checkmark column name that you have used to select the ECCO
PhoneBook items to be transmitted. The default is Timex.

8. Choose the OK button.
The ECCO Timex Data Link dialog box appears.
9. Choose the OK button.
The Preparing to Transit dialog box appears.
10. Choose the OK button.
11. Hold the watch in front of the screen until the receive completion tone sounds.

For more information on using the watch, see the Timex Data Link User’s Guide provided
with your Timex Data Link watch.

Using ECCO with the U.S. Robotics © Pilot " PDA

Note: This feature is available only in the 32-bit version of ECCO Pro. The Pilot
HotSync Options command on the Tools menu is displayed, but disabled, in the
16-bit version of ECCO Pro.

With ECCO you can synchronize your PhoneBook, to-do’s, appointments, and selected
notes with your Pilot PDA.

Step-by-step instructions are provided in this document for a variety of scenarios while
using ECCO with your Pilot. It is highly recommended that you read through the
document to become familiar with the Pilot synchronization process, any limitations that
may pertain to your situation, and to learn about the options available for data
synchronization.

Setting Pilot synchronization options
1. From the Tools menu in ECCO, select Pilot HotSync Options.

The Pilot Synchronization Options dialog box appears and contains the following
fields:
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Pilot Synchronization Options | x|
General ICaIemdalI PhaneBook | To-Da's | Memos |

Synchronize These Modules
¥ PhoneBook ¥ IoDo's
¥ Calendar ¥ Memos

HotSyne |

T Fom— Al

General

Field Meaning

PhoneBook Synchronize data in ECCO’s PhoneBook and Pilot’'s Address
Book.

Calendar Synchronize data in ECCQO'’s Calendar and Pilot's Date Book.

To-Do’s Synchronize data in ECCO’s To-Do’s section and Pilot’s To
Do List.

Memos Synchronize data in ECCO'’s Notepads and Pilot's Memo Pad.

HotSync button Launches Pilot HotSync Manager or maximizes if minimized.

Calendar, PhoneBook, To-Do’s, and Memos

Field Meaning
No Subs Do not synchronize subitems for the selected module.
Delete As Archive Any data deleted on the Pilot should be assigned to ECCO'’s

archive folder.

Normal Sync Synchronize data that is new or has been modified for the
selected module.

Full Sync Synchronize all data regardless of status for the selected module.
Clear Pilot Data First Erase the data in the selected Pilot module before resending
ECCO data.

Note: The Memos tab does not have an option for No Subs.
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Synchronizing your data for the first time

Transferring your data between ECCO and the Pilot is as easy as pressing the HotSync
button.

Note: If you have previously used the Pilot Desktop you should synchronize so the Pilot
contains the most recent data. Once you begin using ECCO with the Pilot, do not
continue use of the Pilot Desktop. Using the Pilot Desktop in combination with
ECCO may result in irrecoverable data loss.

1. From the Tools menu in ECCO, select Pilot HotSync Options.

The Pilot Synchronization Options dialog box appears.

Pilot Synchronization Options [ x]

General | Calendarl PhUnEBUUKl TU-DU'SI Memusl

Senchranize These Madules
¥ PhoneBook V¥ ToDos
¥ Calendar V¥ Memns

HotSyne

Cancel Apply

1. Choose the HotSync button.

The Hot Sync Manager window appears.

i1 HotSync Manager ~ MIEIEA

Options  Help

Press the HotSync button on the
Filot cradle to begin synchronization

Note: Choosing the HotSync button launches the HotSync Manager. If the HotSync

Manager is already running or minimized the window is maximized and
brought to the forefront.

1. With the Pilot in its transfer cradle, press the HotSync button.

The Users dialog box appears.
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Users

Select a user:

Mew... |

Help |

Note: These steps assume that you are using a Pilot that has been hard reset or never
synchronized with any other program. If you have synchronized with the
Pilot, you will not see the Users dialog box, the The HotSync Progress dialog
box appears followed by the Choose ECCO File to Synchronize with Pilot
dialog box. You may proceed to step 7.

1. Choose the New button.

The New user dialog box appears.

Enter a new user name:

Cancal |

1. Type a new user name and choose the OK button.

The Users dialog box is displayed with the name you just entered.

Users

Select a user:

Help |

1. Be sure the correct user name is selected if more than one name appears and choose
the OK button.
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This user name is sent to and recorded in the Pilot. The HotSync Progress dialog box
appears followed by the Choose ECCO File to Synchronize with Pilot dialog box.

Choose Ecco File to Synchronize with Pilot  [EE3
Look jn: I 4 Eeceo j gl H

" Brucek. @ Internet eco

Tk @ Pilot.eco

" IMaildllz @ Techinfo.eco

_IPilat

) Template

@ Documentation Schedule. eco
[ ECCODOCS 2o

File hame: I |ﬂ|
Files of type: IEEED Files [* ECO) j Cancel

1. Navigate to the correct folder and highlight the ECCO file you want to synchronize
with the Pilot.

2. Choose the Open button.

Status:  Synchronizing Ecco's PhoneBook

Uszer  Bruce Keever

e e %

The HotSync Progress dialog box appears as ECCO transfers data to the Pilot.
The HotSync Progress dialog box will display a Status of HotSync Complete and the
Pilot will display “Hot Sync Complete” at the completion of the data transfer.

HotSync Progress E

Status:  HatSync complete

User  Bruce Keever

¥ e %

Synchronizing your data after the first time

Note: Once you begin using ECCO with the Pilot, do not continue use of the Pilot
Desktop. Using the Pilot Desktop in combination with ECCO may result in
irrecoverable data loss.

1. With the Pilot in its transfer cradle, press the HotSync button.

Page 136



The HotSync Progress dialog box appears as ECCO and the Pilot synchronize data.
The Pilot will display “Hot Sync Complete” at the completion of the data transfer.

You will not have to select the ECCO file again. Data is synchronized between the Pilot
and ECCO.

Note: If the ECCO file on your computer is moved or deleted, you will be prompted with
the Choose ECCO File to Synchronize with Pilot dialog box. Navigate to the
correct folder and highlight the ECCO file. Choose the Open button.

Synchronizing selected modules only

ECCO gives you the ability to select which of the four modules to synchronize during a
HotSync.

1. From the Tools menu in ECCO, select Pilot HotSync Options.
The Pilot Synchronization Options dialog box appears.
2. Onthe General tab check each module to be synchronized.

You can select any combination, including all modules, to synchronize.
3. Select the General tab.

4. Choose the HotSync button.

The Hot Sync Manager window appears.

5. With the Pilot in its transfer cradle, press the HotSync button.
The HotSync Progress dialog box appears as ECCO and the Pilot synchronize data.
The Pilot will display “Hot Sync Complete” at the completion of the data transfer.
Restoring data on the Pilot and in ECCO

Situations may arise where you want to synchronize with a new ECCO file. You may also
want to delete some or all of the data in the Pilot. The following three sections will guide
you through the procedures to:

* Synchronizing Pilot data into a different ECCO file

e Synchronizing part or all of your ECCO data into the Pilot

* Synchronizing ECCO data with a completely erased (hard reset) Pilot

Synchronizing Pilot data into a different ECCO file

If you want to begin synchronizing with a different ECCO file and export the data from
your Pilot to this new file, do the following steps. This assumes that you want to discard
the entire contents of your ECCO file.
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Note: If you do not want to discard the data in the ECCO file you are currently
synchronizing with, rename the ECCO file before proceeding. You will no longer
be able to synchronize this file with the Pilot after you rename the file.

1. Create a new ECCO file and save it withghme filenamen thesame locationas
the previous ECCO file you were synchronizing with.

Note: You can also open an existing ECCO file that contains data, but you will need
to save the file (File, Save As) as #ame filenameand in thesame location
as the ECCO file you are currently synchronizing with.

The Pilot was programmed during the original synchronization to look for this ECCO
filename in the specified location on the hard drive.

2. From the Tools menu in ECCO, select Pilot HotSync Options.

The Pilot Synchronization Options dialog box appears.
3. On the General tab check each module to be synchronized.

4. Switch to each Module tab (Calendar, PhoneBook, To-Do’s, and Memo) and select
Full Sync for the Synchronization Method.

Pilot Synchronization Options K

General  Calendar | PhnneBnnkI Tn-Dn'sI Memnsl

[~ Mo Subs

[~ Dielete As Archive
Synchronization Method
N
o

I | Clear Pilot Data First

Sync

kK I Cancel Apply

1. Choose the OK button.
Selecting the Full Sync option sends all data in the Pilot to the new ECCO file.

2. Place the Pilot in the HotSync cradle and press the HotSync button on the cradle.

3. In ECCO from the Tools menu select Pilot HotSync Options.

The Pilot Synchronization Options dialog box appears.

4. Switch to each Module tab (Calendar, PhoneBook, To-Do’s, and Memo) and select
Normal Sync for the Synchronization Method.

5. Choose the OK button.

6. Save the ECCO file.
The ECCO file and the Pilot are now synchronized.
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Synchronizing part or all of your ECCO data into the Pilot

The occasion may arise where you want to refresh (erase) the data in some or all of the
modules of the Pilot. By doing these steps you can have all of the existing data in the
selected modules on the Pilot cleared before the data transfer from ECCO begins.

11.

Open the ECCO file you have synchronized with the Pilot.

From the Tools menu in ECCO, select Pilot HotSync Options.

The Pilot Synchronization Options dialog box appears.
Check the modules that you want to clear and reload from ECCO.

Click on the tab of each module you checked on the General tab.

Select the Full Sync option in the Synchronization Method section.

Check the Clear Pilot Data First option.
Repeat steps 4 - 6 for each module checked on the General tab.
Choose the Apply button.

Click on the General tab.

. Choose the HotSync button.

Note: Choosing the HotSync button launches the HotSync Manager. If the HotSync

Manager is already running or minimized the window is maximized and

brought to the forefront.

With the Pilot in its transfer cradle, press the HotSync button.

The HotSync Progress dialog box appears as ECCO and the Pilot synchronize data.

The Pilot will display “Hot Sync Complete” at the completion of the data transfer.

For each module you chose to Clear Pilot Data First, the Pilot data was cleared then

synchronized with the data in ECCO.

Synchronizing ECCO data with a completely erased (hard reset) Pilot

If you want to completely erase the data in your Pilot and synchronize with ECCO (either

a new file or reload an existing ECCO file) into a blank Pilot, do the following steps.

1.

2.

Press and hold the green power button in on the Pilot, then insert a paper clip or

similar object in the reset hole on the back of the Pilot. Remove the paper clip, then

release the green power button.

The message Erase All Data? appears.

Press the up button on the Pilot to confirm the data erasure.
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10.

11.
12.

13.

14.

Note: This methockrases all data in the Pilgtincluding any add-on applications
(.PRC files) you have uploaded into the Pilot.

If you did not see the Erase All Data? prompt, the reset was not successful. You
must see this message and respond Yes to properly reset the Pilot.

For additional resetting information, see the Pilot User's Guide that came with your
Pilot.

Create and save an ECCO file or open an existing ECCO file.
From the Tools menu, select Pilot HotSync Options.

The Pilot Synchronization Options dialog box appears.

On the General tab be sure all four modules are checked.

Switch to each Module tab (Calendar, PhoneBook, To-Do’s, and Memo) and select
Full Sync for the Synchronization Method.

Choose the OK button.

Selecting the Full Sync option sends all data in the ECCO file to the Pilot.
With the Pilot in its transfer cradle, press the HotSync button.

The Users dialog box appears.

Note: To remove user name list from the Users dialog box delete the USERS.DAT
file located in the \ECCO\PILOT folder on the hard drive.

Choose the New button.
The New user dialog box appears.

Type a new user hame and choose the OK button.

This user name is sent to the Pilot. The HotSync Progress dialog box appears
followed by the Choose ECCO File to Synchronize with Pilot dialog box.

Navigate to the correct folder and highlight the ECCO file.

Choose the Open button.

The HotSync Progress dialog box appears as ECCO transfers data to the Pilot. The
Pilot will display “Hot Sync Complete” at the completion of the data transfer.

In ECCO from the Tools menu select Pilot HotSync Options.

The Pilot Synchronization Options dialog box appears.

Switch to each Module tab (Calendar, PhoneBook, To-Do’s, and Memo) and select
Normal Sync for the Synchronization Method.
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Note: If you forget to change the Synchronization Method back to Normal Sync do not
worry. Synchronization will take longer as all items are being transferred, but data
integrity will be maintained.

15. Save the ECCO file.

The Pilot now contains a synchronized copy of the data that is in the ECCO file.

Special Notes

ECCO allows for very powerful, flexible customization to items in your file. The Pilot
synchronization feature does have some limitations. You should carefully read this
sectionbefore you begin using ECCO with the Pilot.

Calendar Module

Excluding older Appointments from synchronization

By default, all calendar items are synchronized with the Pilot. Most likely, there are older
items that you do not want to send to your Pilot.

To exclude these items, you can do the following in your ECCO file:
1. From the View menu, select Notepads, then New Notepad.
The Create Notepad dialog box appears.
2. Choose the Options button.
The Create Notepad Options dialog box appears.
3. Select Display The Items From Existing Folders In This Notepad.

4. Beneath Click On A Folder To Add To Notepad scroll to the Appointments folder
which is a subfolder of Scheduling. If a + symbol appears to the left of the
Scheduling folder, click with the left mouse button on the + symbol to expand the
subfolders.

5. Click on the Appointments folder.

A checkmark will appear to the left of the folder and the folder name will appear
beneath Folders In Notepad.

6. Choose the OK button.

The Create Notepads dialog box appears.

7. Choose the OK button.

A Notepad view containing items in the Appointments folder appears.

8. From the Tools menu, select Sort View.
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9. Select Entire View, Appointments in the listbox, and Ascending for Sort Key 1.
10. Choose the OK button.

11. From the Column menu, select Insert Column, Existing Column or Folder.

12. Scroll until you see Pilot Archive (check).

13. Click on Pilot Archive (check) to highlight the folder.

14. Choose the OK button.

The Pilot Archive folder becomes a column in the Notepad.

15. Click in the Pilot Archive column to add a checkmark beside each Appointment item
you do not want to synchronize with the Pilot.

When you synchronize, Appointments with the Pilot Archive column checked will
not be sent to the Pilot.

Date folders

ECCO transfers items only from the Appointments section. Other date folders are not
transferred. You can transfer items dated between January 1, 1970 and December 31,
2031.

Certain item recurrences cannot be transferred to the Pilot. These include items recurring
more than one day in a month or year, recurring the fifth week of a month, or recurrences
designed for the first or last business day of the month.

Recurring items

All recurrences will have notes attached unless they are exceptions. An exception could
be an item that was moved to a new time or date in ECCO. The Pilot will create this item
as in independent item, while ECCO still maintains the link to the other recurring items.

If you then change the item on the Pilot, a new separate item will be introduced in ECCO
and the link to the other ECCO recurring items will be lost.

ECCO versus Pilot alarm settings

ECCO has 24 alarm settings. The Pilot contains addition settings. To avoid possible
duplication of items, when assigning an alarm to an item in Pilot use a an alarm setting
that is available in ECCO. If an alarm setting is chosen on the Pilot that is not available
in ECCO, the alarm will be associated with the closest setting available. The 24 alarm
settings in ECCO are as follows:

« 5,10, 15, 30, 45, or 90 minutes
« 1,2, 3,4,5, or 6 hours, days, or weeks
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Multiple alarms

If you have multiple alarms associated with an event, for example a reminder five, four,
and three days before an event, only the alarm nearest the event will be transferred. This
is a limitation of the Pilot. You should note that modifying the item in the Pilot will have
consequences when the item is synched with the ECCO file. Changes made to the
multiple alarm attribute item in Pilot will cause the loss of special alarm attributes in
ECCO, such as playing a sound file or launching an application. In addition, the multiple
alarms will be reduced to just the one alarm closest to the event.

PhoneBook Module

Special Pilot Address Book fields

There are several fields in the Pilot that are not in ECCO. These include the Address
Book category, pager number, main number, and custom fields 1 - 4. These fields will be
added to the ECCO file.

The Pilot uses one address per Address Book entry. The address transferred to the Pilot
is determined by the ECCO “Address to use when printing” option on the New
PhoneBook name form. You can also select PhoneBook item(s) and choose Address
Printing from the PhoneBook menu to designate this preference.

First name, last name order

The Pilot uses separate fields for Last Name and First name. ECCO uses one name field.
As a result, this causes certain entries, such as single name entries or entries with
punctuation like business names to exhibit special behaviors.

An example of a single name entry is as follows:

If you create a PhoneBook record in ECCO and input only the name “Floyd” in the Name
(Last, First) field the name Floyd will appear in the Pilot with Floyd in the Last Name
field.

If you create an Address Book entry on the Pilot and enter a name only in the First name
field, the name will appear in the Name (Last, First) field in ECCO when synchronized.
Upon the second synchronization, the Pilot record will be modified to display the name
“Floyd” in the Last Name field.

All single name entries in ECCO will ultimately appear in the Last name field of the Pilot.

Address 1 and Address 2 field in ECCO

Using the “Address 1” and “Address 2" fields in ECCO will transfer the information to
the first two lines of the Pilot Address field.
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To-Do Module

Note: In the ECCO Tickler section only items in the To-Do’s folder are synchronized.
Items in any other folder displayed in the Tickler sectiomateransferred.

Excluding older To-Do’s from synchronization

By default, all To-do’s are synchronized with the Pilot. Most likely, there are older items
that you do not want to send to your Pilot.

To exclude these items, you can do the following in your ECCO file:

1. From the View menu, select Notepads, then New Notepad.

The Create Notepad dialog box appears.
2. Choose the Options button.
The Create Notepad Options dialog box appears.
3. Select Display The Items From Existing Folders In This Notepad.

4. Beneath Click On A Folder To Add To Notepad scroll to the To-Do’s folder which is
a subfolder of Scheduling. If a + symbol appears to the left of the Scheduling folder,
click with the left mouse button on the + symbol to expand the subfolders.

5. Click on the To-Do's folder.

A checkmark will appear to the left of the folder and the folder name will appear
beneath Folders In Notepad.

6. Choose the OK button.

The Create Notepads dialog box appears.
7. Choose the OK button.
A Notepad view containing items in the To-Do’s folder appears.
8. From the Tools menu, select Sort View.
9. Select Entire View, To-Do’s in the listbox, and Ascending for Sort Key 1.
10. Choose the OK button.
11. From the Column menu, select Insert Column, Existing Column or Folder.
12. Scroll until you see Pilot Archive (check).
13. Click on Pilot Archive (check) to highlight the folder.
14. Choose the OK button.

The Pilot Archive folder becomes a column in the Notepad.
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15. Click in the Pilot Archive column to add a checkmark beside each item you do not
want to synchronize with the Pilot.

When you synchronize, items with the Pilot Archive column checked will not be sent
to the Pilot.

To-Do dates

ECCO assigns all To-Do’s a date. The Pilot does not automatically assign dates to To-
Do’s. During synchronization ECCO will use the current date of the synchronization as
the date for To-Do’s created in the Pilot. If you move or modify the date on the Pilot-
created To-Do in ECCO, the date assigned to the To-Do during synchronization will be
sent back to the Pilot and the Pilot’s blank To-Do date will now contain the date that
appears in ECCO.

In order for To-Do’s to be displayed in ECCO on other day views besides the
synchronization date, you may have to modify the properties of the To-Do’s folder in
ECCO.

1. From the Calendar menu in ECCO, select Options.
The Calendar Options dialog box appears.
2. Select the Ticklers tab.
3. Choose the Tickler Item Options button.
The Choose Tickler Type dialog box appears.
4. Select To-Do’s and choose the OK button.
The Date Properties dialog box appears.
5. Select Until Marked Done from the Carry Forward listbox.
6. Choose the OK button to save and close the Date Properties dialog box.

7. Choose the OK button to close the Calendar Options dialog box.

Now any To-Do item entered in the Pilot will appear in ECCO from the date of
synchronization until the item is marked done.

Items from the To-Do’s folder are synchronized with the Pilot. If you want a ticker item
to be synchronized, it must be in the To-Do folder.

Two new folders are introduced in ECCO by the Pilot. These two folders are the “ToDo
Category” and “Priority” number folder. The latter folder uses numbers one through five
for priority coding.
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Marking To-Do’s “done”

When you mark an item completed in the Pilot, the “Done” date folder in ECCO will
display the date you synchronize with your ECCO file.

Recurring To-Do’s
Recurring To-Do’s will display in the Pilot as the next due date after the last done date.
This is identical to the behavior in ECCO.

Memo Module
Line spacing

A blank line will be inserted on the Pilot between items prefaced with a bullet in ECCO.
Lines created by soft returns or pressing CTRL+ENTER in an ECCO outlineotviie
prefaced with a blank line.

For example, in ECCO you may have the following outline:

» Contact convention center
» What dates are available?
- what are the deposits?

» Make bank deposit

When synchronized, the information would appear in the Pilot as follows:

Contact convention center

what dates are available?
what are the deposits?

Make bank deposit

Likewise, to create items in the Pilot that will appear as bulleted top level items (TLIS) in
ECCO a blank line must be left between each line in the Pilot Memo Pad.
Changing subnotes on the Pilot doesn’t change ECCO subnotes

If you create a Memo on the Pilot and synchronize with ECCO, then modify the Memo on
the Pilot, the item modified will remain unchanged in ECCO and a new item will be

added that is identical to the changed Pilot item. Thus, an additional item now appears in
ECCO.

For example, in the Pilot you create a Memo with three items:

Tom says he can code new product in three weeks

HR says we can only work Tom 90 hours per week

Product must ship in three weeks

When synchronized with ECCO the above memo appears as follows:

* Tom says he can code new product in three weeks
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= HR says we can only work Tom 90 hours per week

* Product must ship in three weeks

If you now make a modification in the Pilot to one of the items, like the third item for this
example, watch the effect in ECCO:

» Tom says he can code new product in three weeks

* HR says we can only work Tom 90 hours per week

» Product must ship in four weeks

Upon the next synchronization the following appears in ECCO:
* Tom says he can code new product in three weeks

* HR says we can only work Tom 90 hours per week

* Product must ship in three weeks

» Product must ship in four weeks

The original third item remains in ECCO and new fourth item appears.

Note: Changes made on the Pilot to a memo subnote will add new items to ECCO and
don't delete the item that was modified on the Pilot.

A new popup folder called “Pilot Memos” will be created in your ECCO file. This field
is used to designate items and their category that sync to pilot memos.

You can also insert the “Pilot Memos” folder as a column in any notepad new to
designate items to send to the Pilot and the appropriate category.

It is important to note that the order of items within a memo pad is not synchronized.

For more information on exporting data to a U.S. Robotics Pilot PDA, see the
TECHINFO.ECO file located in the folder where ECCO Pro was installed.

General Notes

Items exceeding 4 kilobytes (KB)

if an item in ECCO (the top level item and all of its subitems) exceeds 4 KB, then only
the top level item (TLI) is synchronized with the Pilot. This is a size limitation of the
Pilot.
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When you attempt to synchronize an ECCO item that exceed the 4 KB limit, three actions
occur.

« ECCO checks the Pilot No Notes column for the TLI
» ECCO transmitenly the TLI to the Pilot

» Anotation is made in the HOTSYNC.LOG file stores in the subfolder of the
\ECCO\PILOT directory corresponding to the user’'s name. (i.e.
\ECCO\PILOT\FLOYD)

Order of notes is not synchronized

It is important to understand that the order of notes are not synchronized from the Pilot to
ECCO. Arranging subnotes in a specific order will not alter the order displayed within
ECCO after synchronization. Changes made in ECCO will change the order on the Pilot.

Must synchronize Pilot with a local ECCO file

If you are using a shared ECCO file in a network environment, you can only synchronize
the Pilot with a locally saved copy. If you open the ECCO file directly from the network
(File, Open Shared) and do not maintain a local copy, you will be unable to synchronize
this ECCO file with your Pilot. To do so, you must make a replica or local copy by
choosing Save As from the ECCO file menu.

Don't check subitems for any ECCO/Pilot customization column

If you have one of the Pilot customization columns appearing in your view, it is important
to only check top level items (TLIs). For example, if you have a PhoneBook entry that
contains subnotes that you do not want to transfer to the Pilot, place a checkmark in the
Pilot No Notes column adjacent to the PhoneBook item TLI. Placing a checkmark in the
column adjacent to the subnotes can have adverse effects.

Other Pilot links stop working after synchronizing with ECCO

Verify that the other Pilot applications are compatible with HotSync Manager 1.1
(HSM11.EXE), which ECCO installs for use with the Pilot. The is the latest version and
is required by ECCO. If other programs you are using with the Pilot stop working after
you begin using ECCO with the Pilot, contact the manufacturer of the other application to
verify they are compatible with version 1.1.

ECCO columns created for synchronization with the Pilot

e Pilot Record ID (hidden): This ID number is used to synchronize the ECCO item
with the Pilot entry.

« Pilot Archive: When checked, the item is not synchronized with the Pilot.

* Pilot No Notes: When a top level item (TLI) has the column checked no subnotes
are synchronized to the Pilot. This column is also automatically checked during the
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synchronization process if more than 4 KB of data is detected for one TLI, including
subnotes.

Pilot Memos: ltems in ECCO with this column checked are sent to the Pilot as

memos.

PhoneBook Category: Items in ECCO with this column checked are sent to the

Pilot as Address Book items.

Main #: This is a Pilot field that is created as a folder in ECCO.

Pager #: This is a Pilot field that is created as a folder in ECCO.

Display Phone (hidden): Column used by synchronization process.

To Do Category: This is a Pilot field that is created as pop-up list folder in ECCO.

Priority: This is a Pilot field that is created an a numeric folder in ECCO.
PilotToDoDueDate (hidden): Column used by synchronization process.
Custom 1: This is a Pilot field that is created as a text folder in ECCO.
Custom 2: This is a Pilot field that is created as a text folder in ECCO.
Custom 3: This is a Pilot field that is created as a text folder in ECCO.
Custom 4: This is a Pilot field that is created as a text folder in ECCO.
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Chapter 10. Using ECCO with Other
Programs

With ECCO you can create powerful connections to other programs and documents and
copy information between programs with ease. You can even use other programs without
leaving ECCO, allowing ECCO to become the control center of your computer.

Copying Information between Programs

You can copy information between ECCO and other programs using a tool called the
Shooter. The Shooter lets you copy items from another program directly into ECCO
views, copy information from ECCO into other programs, and copy information between
programs. The Shooter provides a quick way to get information from electronic-mail,
word-processing, or spreadsheet programs into the right location in your ECCO file.

You can copy information directly into ECCO folders.

Using other programs from within ECCO

You can directly access other programs while you are using ECCO:

e Create ECCO items that refer to programs or document files, and use the items to
launch the programs or documents.

» Use commands from the ECCO Tools menu or toolbar to launch other programs and
files.

 Embed OLE objects (graphics, charts, spreadsheets, and so forth) within ECCO
items, or link objects to items.

You can add imported items to any number of folders and apply forms and filters to them.

Introduction to the Shooter

The Shooter is a tool that lets you place information from other programs into ECCO—or
from ECCO into other programs—in one easy step. You can also use the Shooter to send
information between two other programs. The arrow-shaped Shooter icon appears by
default to the left of the Minimize button of the active program window whenever ECCO

is running.

Using the Shooter, you can copy information between programs, create links between
ECCO and information in other programs, and embed objects from other programs into
ECCO.
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The Shooter is the most efficient means of copying. It allows you to instantly copy
information from your current program into any ECCO view. You don't have to choose
Copy and Paste, and you don't have to leave your program.

By linking information from another program with ECCO, you ensure that changes made
to the linked file are reflected in the ECCO copy. For example, you might link a
spreadsheet file to ECCO so that when the spreadsheet changes you see the new
information in ECCO.

By embeddingnformation from another program into ECCO, you can edit and format it
while you are working in ECCO. When you double-click an object embedded in ECCO,
the program in which you created the object opens, and the object is ready for editing.
For example, if you double-click an embedded graphic in ECCO, the painting program in
which you created the graphic opens, and you can make changes to the graphic without
really leaving ECCO.

Displaying the Shooter

By default, the Shooter icon appears on your screen whenever ECCO is running. You can
drag the icon to any location for convenience.

The Shooter has its own customizable toolbar that can give you fast access to the
commands you use most frequently.

You can display the folder window in the Shooter so that you can add information from
other programs to your ECCO folders. You can display or hide the toolbar and the folder
window, resize the Shooter display, or move or hide the Shooter icon.

To change the Shooter display

1. Switch to any program while ECCO is running. If the Shooter icon is not visible,
from the Tools menu in ECCO, choose Options, then the Files tab. Select the
Display Shooter option.

2. Click the Shooter icon.

The Shooter menu appears.
3. From the Shooter menu, choose Show.
4. Choose one of the following commands:

* To display only the Shooter icon, choose Icon.
e To display the Shooter toolbar, choose Tools.

* To display the Shooter toolbar and the ECCO folder window, choose the Tools
and Folders command.
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To hide or display the Shooter icon

From the Tools menu in ECCO, choose Options, then the Files tab. Select Display
Shooter and the Shooter icon appears (or disappears) from view.

Setting Shooter Preferences

You can change the settings of the Shooter using the Preferences command on the
Shooter menu. Under Preferences, you can switch to or open another ECCO file to which
you want to send information. You can specify how you want text and graphics sent and
indicate whether you want ECCO to confirm before sending.

To set Shooter preferences
1. In any other program, click the Shooter icon.

The Shooter menu appears.

2. From the Shooter menu, choose Preferences, and then choose one of the following
commands from the Shooter menu:

* To switch to another open ECCO file, select Choose ECCO File, and then
choose the ECCO file to which you want to switch. To open an ECCO file that
isn't currently open, choose Open Another. The Choose ECCO File command is
unavailable if the ECCO program is the active window.

* To send all text as editable text, choose Send Text As, and then choose Editable
Text.

* To send all text as linked or embedded OLE objects, choose Send Text As, and
then choose the appropriate option.

e To send all graphics as linked or embedded OLE objects, choose Send Graphics
As, and then choose the appropriate option.

» To display or hide the Send Text Selection As dialog box when sending text,
choose Send Text As, and then choose Ask Before Sending.

Sending Information to ECCO

The Shooter, lets you copy information from other programs into ECCO without
switching to ECCO:

e You can send information to any ECCO file and to any ECCO view.

* You can send information relative to the last piece of information you sent to ECCO.
In other words, the new information can be to the left of, to the right of, or at the
same level as the last information sent. This feature simplifies outlining.

e You can send information to any ECCO folder. You can also send information to
several folders at one time, while associating numbers, other text, or dates with it, by
using ECCO forms.

Page 153



To send information to ECCO

1. If the Shooter icon is not visible, from the Tools menu in ECCO, choose Options,
then the Files tab. Select the Display Shooter option.

2. In any other program, select the source information (text or a graphic) that you want
to send to ECCO.

3. Click the Shooter icon.

The Shooter menu appears.

4. Choose one of the following commands from the Shooter menu:

* To send the selected information to the active view or the Calendar in ECCO,
choose the corresponding command.

* To send the selected information to ECCO relative to the last information you
sent, choose Relative to Last, and then choose the desired option.

* To send the selected information to a folder, choose Folders, and then click a
folder name in the folder window.

* To add the selected information by form, choose Add By Form, and then choose
the named form you want.

If you chose Ask Before Sending in the Shooter Preferences, ECCO displays either the
Send Text Selection As or the Send Graphics Selection As dialog box.

Sending Information from ECCO

You can use ECCO to copy information created in ECCO to other programs. For
example, you might create notes in a Notepad while talking to a client on the phone. You
could then send those notes directly to your word-processing program to form the basis of
a letter addressing your client's concerns.

To send items from ECCO to another program
You can send one or more items to another program from any ECCO view.
1. Select the items you want to send.
2. Click the Shooter icon.
The Shooter menu appears.

3. From the Shooter menu, choose Other Program. ECCO lists only those programs that
are currently active and that can have text or graphics pasted into them from the
Windows Clipboard.

4. Choose the name of the program to which you want ECCO to send the information.
ECCO inserts the information into the selected program's active file at the insertion
point.
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To send PhoneBook information from ECCO to another
program

From the PhoneBook, you can send nhames and addresses in letterhead format to another
program.

1.
2.
3.

Switch to the PhoneBook.
Select the name of the person whose address you want to send.

Click the Shooter icon.

The Shooter menu appears.

From the Shooter menu, choose Other Program. ECCO lists only those programs
that are currently active and that can have text or graphics pasted into them from the
Windows Clipboard.

Choose the name of the program to which you want ECCO to send the information.
The Copy Name & Address dialog box appears.

Select one of the following options:

* To send the selected name and address select the Address check box.

» To send the selected name, address, and phone and fax number, select the
Address & Work & Fax check box.

e To send all fields on the current PhoneBook form, including customized fields,
select the All Fields check box.

 To send the selected name and address and current Outline notes select the
Outline Notes check box.

Choose the OK button. ECCO inserts the PhoneBook information into the selected
program's active file at the insertion point.

To retrieve PhoneBook information from ECCO to another
program

You can retrieve name and address information from the PhoneBook and copy it to
another program, such as a word processor.

1.

2.

If the Shooter icon is not visible, from the Tools menu in ECCO, choose Options,
then the Files tab. Select the Display Shooter option.

In any other program, click the Shooter icon.

The Shooter menu appears.
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3. Choose the Get Address command from the Shooter menu.

The Get Address dialog box appears.

Get Address

[zi Searchl 0K, |
Cancell
—Phone

™ Work & Fax
™ AllFields

i Address
) Herme:

R BlEHESE

4. Type the first few characters of the name you want. Any names in the PhoneBook
that match the text appear in the text box.

5. Choose the Search button.

6. Select the name you want and take any of the following actions:

»  Specify whether you want to include work and fax phone numbers or all fields in
the address you get.

»  Specify whether you want to get the home or business address.

7. Choose the OK button. ECCO inserts the PhoneBook information into the program's
active file at the insertion point.

Sending Information Between Non-ECCO Programs

You can send text and graphics between virtually any two Windows applications that are
running while ECCO is running. For example, you could send text created in your word-
processing program to your electronic-mail program to avoid retyping information.

Sending Text

Sending text from one program to another works like copying and pasting — but in one
easy step. When you click the Shooter icon, the Shooter copies the selected text to the
Windows Clipboard, switches to the destination program, and pastes the copied text into
the active file.

Sending Graphics

Graphics are eitheambeddedh the destination file (if the destination program supports
OLE objects opastednto the destination file. Embedded graphics can be edited and
formatted from the originating program; pasted graphics can be changed only from within
the destination program.
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To send information between non-ECCO programs

1.
2.

Select the text or graphic you want to send.

Click the Shooter icon.

The Shooter menu appears.

From the Shooter menu, choose Other Program, and then choose the name of the
program to which you want ECCO to send the information.

ECCO switches you to the destination program and inserts the selection at the
insertion point.

Shooter Compatibility

The Shooter automatically recognizes most Windows applications. If the Shooter does
not work with an application, you may need to modify the Windows Registry (ECCO.INI
for the ECCO 16-bit version).

1.

2.
3
4
5.
6
7
8
9

10.

11.

12.
13.

From the Start button on the Windows taskbar, choose Run.
Type REGEDIT, then choose the OK button.

Expand the HKEY_CURRENT_USER folder.

Expand the Software folder.

Expand the NetManage folder.

Expand the ECCO folder.

Open the ECCO folder.

From the Edit menu, select New, then String Value.

Type the name of the application’s executable file (i.e. GOCIS.EXE).
Double click on the String name

The Edit String dialog box appears.

In the Value Data textbox, type the appropriate code from the following list:

For applications that do not have keyboard shortcuts,19fe
For applications that use CTRL + C (Copy) and CTRL + V (Paste) 20pe
For applications that use CTRL + INS (Copy) and Shift + INS (Paste)38%e

Choose the OK button.

From the Registry menu, choose Exit.
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If you are using the 16-bit version of ECCO, add the following line to the [ECCQ] section
of ECCO.INI located in the Windows directory:

For applications that do not have keyboard shortcutssagglication name>=101.

For applications that use CTRL + C (Copy) and CTRL + V (Paste)agglication
name>=202.

For applications that use CTRL + INS (Copy) and Shift + INS (Pastexagjulication
name>=303.

For example, GOCIS requires the use of the CTRL + INS and Shift + INS. The entry in
your ECCO.INI would look like this:

[ECCO]
GOCIS.EXE=303

About Running Other Programs

Once you have inserted a File and Directory Reference into your ECCO file, you can use
the Launch command from the Tools menu to open any file or executable program.

When you have inserted a directory reference, you can use the Launch command to open
the directory and then launch any file in that directory.

You can also add any PC program executable (*.EXE), batch program (*.BAT), or other
file (*.*) directly to the Get Disk Files menu. You can add icons for these items to the
ECCO toolbar. Then, you can launch other programs, open files, or run batch programs
with a click of the mouse.

Launching Other Programs from ECCO

Once you have inserted a File and Directory Reference into an ECCO file, you can
launch it. When you launch a document file, ECCO starts the program and then opens the
file.
To launch a file from an ECCO file
1. Double-click the filename.

Or

Select the reference to the file you want to launch, and then from the Tools menu,
choose Launch.

2. ECCO launches the file. If the file no longer exists, ECCO lets you search for an
existing file and update the reference with the new filename.

To launch a file within a directory

1. Select the reference to the directory that contains the file you want to launch.
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2. From the Tools menu, choose Launch.

The Choose File To Run dialog box appears, open to the proper directory.
3. From the File Name box, select the name of the file you want to launch.
4. Choose the OK button.

ECCO launches the file.

Working with Disk Files

Using the Get Disk Files command on the Tools menu, you can insert filenames,
executable programs, and even entire directories from your disk into your ECCO files.
You can then launch these files and their associated programs from within ECCO. This
feature allows ECCO to function as a file and program manager.

An item that contains a File Reference can be added to other ECCO folders, making the
file available to you in many other contexts.

When you insert a file or program reference into an ECCO file using the Get Disk Files
command, you paste its path (including the name of the file or directory) into ECCO.
Each reference becomes an item with all the capabilities of any other ECCO item.

Inserting File and Directory References into ECCO

You can browse through your directory structure from within ECCO and select a file to
insert.

To insert a reference to a single file

1. Select the item below which you want to insert the file reference.

2. From the Tools menu, choose Get Disk Files, and then choose Browse, Add As ltem.

The Choose File Name to Paste dialog box appears.

3. Select the name of the file you want to reference, and then choose OK. ECCO inserts
an item with a file reference below the selected item.

Adding Files or Programs to the Get Disk Files Menu

You can launch any PC program executable (*.EXE), batch program (*.BAT), or other
file (*.*) from the Get Disk Files menu. For example, you may want to add programs you
use frequently, such as the Windows Explorer, to the Get Disk Files menu.

To add items to the Get Disk Files menu
1. From the Tools menu, choose Get Disk File, and then choose Browse, Add To Menu.

The Add File Name or Program to Menu dialog box appears.
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2. Take one or more of the following actions to locate the program or file that you want
to run:

» If the program is on a different drive, select the proper drive from the Look In
drives list box.

» Choose the folder or directory where the program or other file is located. ECCO
displays the names of all files in the selected directory. To display only program
files, select Programs from the Files of Type list box.

3. From the list of files, select the program that you want to run.

4. Inthe Menu Text box, type the program name or description you want displayed on
the Get Disk Files submenu. Use any standard ASCII characters, including spaces
and hyphens; ECCO adds the selected filename by default.

5. Use the arrow buttons to select a toolbar icon for your program.

6. Choose OK.

The name you entered in the Menu Text box appears on the Get Disk Files submenu,
and the toolbar icon appears in the Repeat box.

7. Add the icon to the toolbar. Using the right mouse button, click and drag the icon
onto the toolbar.

You can then click the icon to launch your application, run your batch file, open another
program file, and so on.

Managing Disk Files
After you have added your other programs, you may want to customize your Get Disk
Files submenu. You can rename, delete, or reorder items on the Get Disk Files submenu.
To manage disk files
1. From the Tools menu, choose Get Disk file, and then choose Manage Menu.

The Manage Menu dialog box appears.
2. Take one or more of the following actions:

» Torename a program, select the name of the program in the list box, and then
change the name in the Rename text box.

e To delete a program from the menu, select the name of the program in the list
box, and then choose the Delete button.

» To reorder programs on the Get Disk Files submenu, select the name of the
program in the list, and then choose either the Up or Dn reorder button.

3. When you have finished, choose OK.
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The changes you made will appear on the Get Disk Files submenu.

Introduction to Linking and Embedding

OLE is a Windows term that stands fisject linking and embeddingAn OLE object is
a piece of information from one program that is used by another program. OLE objects
can be text, spreadsheet figures, graphics, charts, or other types of information.

When youembedan object, you place information created in another program into
ECCO. Embedding is similar to copying, but with an important distinction — it doesn't
require that you switch between programs to make changes to objects. Simply double-
click the object you want to modify, and the originating program will open, allowing you
to change the information.

When youlink an object, you make an association (a reference or link) between ECCO
and the source file that contains the object; no copy of the object is made. Accordingly,
when you make changes to a linked object, you are making changes to the actual source
file.

Embedding an object into your ECCO file or linking an object to your file has many
benefits. By using OLE you can

« Extend ECCO's performance. You can work in programs that support OLE from
within ECCO.

» Concentrate on a task by collecting in one location—an ECCO file—all the tools you
need to complete the task. You can open the program from within ECCO, make your
changes, and continue working without interruption.

e Update all linked objects in your ECCO file.
You can link and embed OLE objects in several ways:

* By using the Shooter

e By copying information from another program and then using the Paste Special
command on the Edit menu

* By creating an embedded object “from scratch” with the Insert command on the Edit
menu

Should | Link or Embed?

If you want an object to appear in several documents and if you want changes made in
one place to be reflected every place the objects exists, you should link it. If you don't
want changes made reflected everywhere an object exists, then you should embed the
object.

For example, you might move a spreadsheet chart into your ECCO file but later add new
figures to the spreadsheet—figures that affect the chart. If you want all such changes to
the spreadsheet reflected in the chart you've inserted into ECCO, you should insert the
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chart as an OLE link. If you don't want the chart to change after you place it in ECCO,
you should insert the chart as an OLE object.

Embedding OLE Objects

You can embed an object in ECCO in three ways:

e By using the Shooter.

» By using the Insert command on the Edit menu.

« By copying and pasting using the Paste Special command on the Edit menu. For
graphics, you use the Paste command on the Edit menu.

To embed an existing object using the Shooter

1. Select the information (object) you want to embed in ECCO.

2. From the Shooter menu, choose Preferences, and then choose one of the following:

* To send text, choose Send Text As.

* To send graphics, choose Send Graphics As.
3. Choose OLE object.

Or

Choose Ask Before Sending.

4. Using the Shooter, send the object to ECCO (choose Active view, Calendar, Folders

or Relative to Last).

If you chose Ask Before Sending, ECCO displays either the Send Text Selection As

or the Send Graphics Selection As dialog box. Select OLE Object.

To create and embed an object from within ECCO

1. Move the insertion point to the position in the ECCO file at which you want to embed

the new object.

2. From the Edit menu, choose Insert Object, and then choose the program you'll use to

create the embedded object.

The program opens.

3. Create the object and then quit the program. If the program asks if you want to
update the embedded object or save changes before proceeding, choose Yes.

The program window closes, and the ECCO window (containing the new embedded
object) appears.

Page 162



To embed an existing object using the Paste Special command

1. In another program, select the information (object) you want to embed in ECCO.
2. From the Edit menu, choose Copy.

3. Switch to ECCO.
4

From the Edit menu in ECCO, choose Paste Special, and then choose OLE Object.
ECCO embeds the object at the insertion point.

Editing Embedded Objects

You edit an embedded object from within the program it was created in, without affecting
the source file.

To edit an embedded object
1. Double-click the embedded object.
Or

Select the object and, from the Edit menu, choose Objects, and then choose Edit.
The originating program opens, displaying the object.

2. Make any desired changes.

3. Quit the program.

ECCO prompts if you want to update the embedded object in your ECCO file before
proceeding.

4. Choose the Yes button.

The program window closes and the ECCO window (containing the edited embedded
object) appears.

Linking OLE Objects

You can link an object from another program to ECCO in two ways—by using the
Shooter or by using the Paste Special command.

To create an OLE link using the Shooter

1. Select the information (object) you want to link to ECCO.

2. From the Shooter menu, choose Preferences, and then choose one of the following:
* To send text, choose Send Text As.
e To send graphics, choose Send Graphics As.

3. Choose OLE Link.
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Or
Choose Ask Before Sending.

4. Using the Shooter, send the object to ECCO.

If you selected Ask Before Sending, ECCO displays either the Send Text Selection
As or the Send Graphics Selection As dialog box. Select OLE Link.

To create an OLE link using the Paste Special command

1. In another program, select the information (object) you want to embed in ECCO.
2. From the Edit menu, choose Copy.
3. Switch to ECCO.

4. From the Edit menu in ECCO, choose Paste Special, and then choose OLE Link.
ECCO inserts the link at the insertion point.

Editing Linked Objects

You edit a linked object from within the file in which it was originally created (the source
file). When you edit a linked object, the changes are reflected in ECCO and in the
original source file.
To edit a linked object
1. Double-click the linked object.

Or

Select the object and, from the Edit menu, choose OLE Links to display the Links
dialog box. Select the link you want to edit, and then choose the Edit button. The
source file opens.

2. Make any desired changes.

3. Quit the program. The program asks if you want to save changes before proceeding.

4. Choose the Yes button.

The program closes and the ECCO window (containing the updated linked object)
appears.

Updating Links
ECCO can update links automatically, or you can update links manually:

e Automatic updating is the default. If ECCO is running and the file is open, changes
in the linked file are reflected immediately. If ECCOht running when changes
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are made, you have the option of updating the links the next time you open an ECCO
file.

e Manual updating can be used for any link. Use this option to maintain greater control
over the updating of information. When you close or save a file that contains
manually updated links, ECCO gives you the option of updating them.

To specify manual link updating

1. From the Edit menu, choose Links.

The Links dialog box appears.

Links FE

Cancel

Update Mow
Open Source
Change Source

Break Link

Source Ciihy DocurmentstProcuct Mews.doclOLE_LINK]
Type: MicrosoftWyord Document

Upclate: & Automatic  Manual Help

2. From the list, select the link or links you want to update manually.
3. Change the Update option to Manual.
4. Choose the OK button.

To update links manually
1. From the Edit menu, choose Links.
The Links dialog box appears.
2. From the list, select the links you want to update.
3. Choose the Update Now button.
ECCO updates the selected links

Changing Links

Once you've linked an OLE object to ECCO, you can change the link if you need to. For
example, suppose you link a spreadsheet to ECCO and then save the updated spreadsheet
under a different name, thus breaking the link to the file containing the most recent
changes. You can change the linked item in ECCO so it reflects the new filename and re-
establishes the link.
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To change a link
1. From the Edit menu, choose Links.
The Links dialog box appears.
2. From the Link list, select the link you want to change.
3. Choose the Change Link button.
The Change Link dialog box appears
4. From the File Name list, choose a new file to which to link.

5. Choose the OK button, and then choose the OK button again to close the Links
dialog box.

Resizing Linked or Embedded Objects

You can change the size of a linked or embedded object.

To resize a linked or embedded object
1. Select the object you want to resize.
2. Drag the handle in the lower-right corner of the object.

Or

Click the button in the upper-left corner of the object, and then take one of the
following actions:

e To reduce the selected object to a minimized size, choose Minimize.
» To return an object to its previous resized state, choose Adjusted Size.

e To return an object to its original size, choose Original Size.

Deleting Linked or Embedded Objects

You delete linked and embedded objects just as you delete any other item in ECCO.

To delete an OLE object

1. Select the object you want to delete.

2. From the Edit menu, choose Delete Items.
The object is deleted from the file.

Or

If the Delete ltems dialog box appears, choose OK to delete the object entirely from
the file.
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Correspondence Manager

Correspondence Manager integrates your ECCO PhoneBook with the most popular
Windows word processors. Just select an individual contact or a group of contacts, and
ECCO'’s Correspondence Manager gives you the following choices:

e Print your letter using your favorite word processor
» Fax your letter using Symantec’s WinFax PRO

You can create a personalized single letter on the fly, or create form letters to be sent to a
group of contacts.

Correspondence Manager can even automatically record the date and imbed a link to the
letter as part of the record’s contact history.

Note: Correspondence Manager is designed to work with the U.S. English versions of
supported word processors. If you are using a word processing program written for
distribution outside of the United States, Correspondence Manager may not work.
In addition, Correspondence Manager is designed for U.S. English only. Foreign
language menus are not supported.

Configuring the Correspondence Manager

The first time you start Correspondence Manager, you will be asked to configure it for use
with your word processor.

1. Choose Correspondence Manager from the PhoneBook menu. If this is the first time
you have used Correspondence Manager, the Setup dialog box will appear
automatically.

Or

2. If you have previously used Correspondence Manager and want to make changes the
setup, choose the Setup button from the Correspondence Manager dialog box.

3. From the Word Processor - Name list box, select your word processor. Only the
word processors and versions listed in the Name list box are supported in ECCO Pro
4.01. Word processors and versioas listed arenot supported.

4. Click the Browse button next to the Word Processor - Program to Run field to
browse and select the executable filename for your word processor.

5. The Correspondence Manager Directory and History Directory paths will default to
subdirectories of your main ECCO directory.

e The Correspondence Manager Directonyjis where your templates and
Correspondence Manager configuration file will be stored. You may use the
Browse button to change this location.

» The History Directory is where the letters you create using Correspondence
Manager will be saved. You may use the Browse button to change this location.
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6. When you're done configuring Correspondence Manager, choose OK.
You are now ready to begin using Correspondence Manager.

Using Correspondence Manager to Create a Single Letter

The Create Single Letter option in Correspondence Manager allows you to create
personalized letters. ECCO performs the initial merge of the name, address and other
fields you define, then pauses to allow you to type in a personal message or greeting.

To create a single letter:

1. Select a single name from the PhoneBook.
2. From the PhoneBook menu, choose Correspondence Manager.

3. Inthe Choose Letter to Send section, select the template you'd like to use from the
list box.

4. Select Create Single Letter.
5. Under Send By, select Fax, if available, or Printed Letter.

6. Under Save Contact Record, choose Save Individual Copy or Don’t Save Copy or
Reference. By default, the name of the template you chose will be displayed in the
text box. If you want the reference to your letter to say something different, you can
change it now.

* Save Individual Copywill save a copy of the letter in the History directory you
chose when you configured Correspondence Manager, with a system-generated
filename consisting of part of the contact's name and today’s date. A sub-item
will be created under the contact’s name with the name of the template (or the
text you typed in the box), and a launchable reference to that document. To view
the document later, just double-click on the filename.

e Don't Save Copy or Referencawill still create a sub-item under the contact’'s
name with the name of the template (or the text you typed in the box), but the
letter will not be saved as a file and no launchable reference will be created.

7. Choose the Continue button.

A message is displayed indicating that the letter is being created in your word
processor.

8. Correspondence Manager starts your word processor, loads the template you chose,
and fills in the merge fields. You can then type in any text and make any
modifications you require.

When you are done, choose Save and Print if you want to save the document and
print.

Or
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Choose Save Only if you want to save the document and print at a later time.
When the document has been saved and/or printed, you will be returned to ECCO.

Using Correspondence Manager to Create Form Letters

The Create Form Letters option in Correspondence Manager allows you to create form
letters using pre-defined templates. You select a group of contacts to send the form letter
to, and ECCO merges the names selected with the template you created.

To create a form letter:

1. Select a group of names from the PhoneBook.
2. From the PhoneBook menu, choose Correspondence Manager.

3. Inthe Choose Letter to Send section, select the template you'd like to use from the
list box. See the following section for instructions on creating, using and editing
templates.

4. Click Create Form Letters.
5. Under Send By, select Fax, if available, or Printed Letter.

6. Under Send To, choose Selected Entries Only, All ltems Currently In This View, or
Entire PhoneBook.

* Selected Entries Onlywill create the form letter only for the currently
highlighted contacts.

e All ltems Currently In This View will create the form letter for all contacts in
the current filtered view. For more information on filters, see the chapter on line
help on “Other ECCO Features.” If no filter is currently active, choosing All
Items Currently In This View is the same as choosing Entire PhoneBook.

» Entire PhoneBookwill create the form letter for every contact in your
PhoneBook.

Note: Once a merge has started, there is no way to stop it. We recommend that you
try out the Correspondence Manager with small sets of names and addresses
to make sure everything has been setup correctly before you process a large
job.

7. Under Save Contact Record, choose Save Individual Copy, Save Reference to
Template, or Don’'t Save Copy or Reference. By default, the name of the template
you chose will be displayed in the text box. If you want the reference to your letter to
say something different, you can change it now.

» Save Individual Copywill save a copy of the letter in the History directory you
chose when you configured Correspondence Manager, with a system-generated
filename consisting of part of the contact's name and today’s date. A sub-item
will be created under the contact’s name with the name of the template (or the
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text you typed in the box) and a launchable reference to that document. To view
the document later, just double-click on the filename.

» Save Reference to Templateill create a sub-item under the contact's name
with the name of the template (or the text you typed in the box) and a launchable
reference to the template. Individual copies of each letter created will not be
saved as files.

» Don't Save Copy or Referencawill still create a sub-item under the contact’s
name with the name of the template (or the text you typed in the box), but the
letter will not be saved as a file and no launchable reference will be created.

8. Choose the Continue button.

Correspondence Manager will start your word processor, merge the template with the
contacts you selected, and print the letters.

Creating Templates in Correspondence Manager

You can create new templates from within Correspondence Manager using the following
steps:

1. From the PhoneBook menu, choose Correspondence Manager.

2. Click the Create/Edit Template Button and choose New.

3. Enter a description of the template in the Template Description field.
4

Type a file name in the Template File Name field. You don't need to type a path,
since the template will automatically be saved into the Correspondence Manager
Directory you specified when you initially set up Correspondence Manager. Be sure
that you give your template the proper template extension for your word processor.

5. Choose the fields you want to have in your template from the Choose Fields list.
You can double-click on the fields you want, or highlight the fields and click the Add
button. If you want to base the new template on an existing template, choose that
template in the from the Based On drop-down list. The fields from the existing
template will be added to the Fields Chosen box. You can add more fields from the
Choose Fields list also.

6. Choose the Continue button.
Correspondence Manager will launch your word processor and load the template.

If you based the new template on an existing template, the fields from the existing
template will already be inserted into this new template. Otherwise, the template will
be blank.

7. Insert merge fields for the fields you chose in ECCO according to your word
processor’s instructions. Add any text that you want to be part of the template.
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8. When you're done configuring your new template, choose the Save & Return button
at the top of the screen to return to ECCO.

9. You will see your new template description added to the drop-down list of templates
to use. Choose the Cancel button to close the Correspondence Manager dialog box.

Note: When you create a template in Correspondence Manager, two files will be
created in the default Correspondence Manager directory—one will have the
template extension for your word processor, and the other will have a .INI
extension. If you want to share a template with another user, you need to give
them both files to put in their default Correspondence Manager directory.

Using Existing Templates From Your Word Processor With
Correspondence Manager

You can also use templates that you previously created in your word processor with
ECCO’s Correspondence Manager.

1. Make a copy of the template and open the copy in your word processor. Be sure the
new file has the proper template extension for your word processor.

Delete any existing merge fields in the template and close the file.
Move the copy to your ECCO Correspondence Manager directory.
From the PhoneBook menu, choose Correspondence Manager.
Click the Create/Edit Template Button and choose New.

Type a description of the template in the Template Description field.

S A A

Type the file name, including extension, in the Template File Name field. You don’t
need to type a path, since the template is in the Correspondence Manager Directory
you specified when you initially set up Correspondence Manager.

8. Choose the fields you want to have in your template from the Choose Fields list.
You can double-click on the fields you want, or highlight the fields and click the Add
button.

The Based On entry should say <none>.

9. Choose Continue.

Correspondence Manager will launch your word processor and load the template.

10. Insert merge fields for the fields you chose in ECCO according to your word
processor’s instructions.

11. When you're done configuring your new template, click the Save & Return button at
the top of the screen to return to ECCO.
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12. You will see your new template description added to the list box of templates to use.
Choose the Cancel button to close the Correspondence Manager dialog box.

Editing Existing Templates

If you need to edit a template, use the following steps:

1. From the PhoneBook menu, choose Correspondence Manager.
2. Select the template you wish to edit from the drop-down list.

3. Click the Create/Edit Template Button and choose Edit.

The Create/Edit template dialog box will appear, showing the fields currently in your
template

4. Add or remove any fields you want to change and choose Continue.

Correspondence Manager will start your word processor and load the template.

5. Delete the merge fields for any fields you removed in the Create/EditTemplate dialog
box, and add merge fields for any new fields you added in Create/Edit Template.
Make any necessary text changes to the template.

6. When you're done editing your template, choose the Save & Return button at the top
of the screen to return to ECCO.

7. Choose the Cancel button to close the Correspondence Manager dialog box.

Deleting Existing Templates

To delete a template you no longer need, use the following steps:

1. From the PhoneBook menu, choose Correspondence Manager.
2. Select the template you wish to delete from the drop-down list.
3. Choose the Create/Edit Template Button and choose Delete.

4. Choose Yes in the Confirm Template Deletion dialog box.
5

Choose Yes again in the Delete Document File dialog box to have the template file
and .INI file deleted from your default Correspondence Manager directory.

6. Click the Cancel button to close the Correspondence Manager dialog box.

Faxing using the Correspondence Manager

The Correspondence Manager uses WinFax PRO to send faxes directly from ECCO.

Due to limitations with the DDE interface, WinFax PRO does not recognize local area
codes when they are passed to them from applications like Correspondence Manager.
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Thus, WinFax will try to dial the local area code, and your fax will fail. The only work
around is to remove local area codes from fax numbers in your ECCO file.

You can also use the Correspondence Manager with other fax software using the
following method:

1. Make sure your word processor is set up with the fax modem as the default printer.

2. Inthe ECCO Correspondence Manager, select "Printed Letter" checkbox. This will
send the output directly to the fax modem via your word processor.

Troubleshooting and Error Messages

If you have problems using Correspondence Manager or encounter error messages,
request theCorrespondence Manager Troubleshooting and Error Messagebk Note
from ECCO Technical Support.
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Chapter 11. Folders

About Folders

As you manage information, you're often faced with two challenges:

» the need to categorize information.
* the need to put the same information in several places.

ECCO folders let you handle these challenges easily.

Understanding Folders

ECCO folders are like the paper folders in your file drawers. Folders allow you to collect
related items of information. Just as you'd collect all papers and receipts related to
insurance in a paper folder labeled “Insurance,” ECCO lets you create a folder, name it
“Insurance,” and use it to collect information related to that topic.

And just as you might place a photocopied item into multiple paper folders, you can place
an ECCO item into multiple folders. And whenever you change one ECCO item, the
copies in other folders are automatically changed in the same way. Folders are the ideal
tool for managing the large volume of diverse information that confronts you every day.

Definitions: ltems, Folders, and Views

As you begin to work with ECCO folders, it's important that you understand three basic
ECCO conceptstems folders andviews

» Items: These are the basic element of information in ECCO. Every bulleted line in a
Notepad, every name in the PhoneBook, and every appointment in the Calendar is an
item. Put another way, every line of text or graphics with an item bullet to its left is
an item.

» Folders: These are containers used to collect and cross-reference related items.
Whenever you create items in an ECCO view, you are actually adding them to a
folder. For example, when you create an appointment in the Calendar, ECCO
automatically adds that appointment item to a folder named Appointments.
Similarly, whenever you add a name to your PhoneBook, ECCO automatically adds
that name to the PhoneBook folder.

* Views: Windows showing one or more folders and the items in those folders. The
PhoneBook view, for example, displays the PhoneBook folder and all of the items
(names) in that folder. Notepad views can display the items in one or more folders of
your choice.
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Using Folders: Examples

Consider the following three typical users and their information management needs. Each
of them needs to view information in multiple contexts.

Bob, Hanna’'s administrative assistant, creates a Notepad of tasks to be done. Items in the
Notepad need to be collected in the following groups: items that need to be reviewed by
a coworker; items related to a particular event; and items that need immediate resolution.

Some items would need to be in all three folders. Bob sets up his ECCO folders so that
he can view items in any of these contexts, together with the other items of that type,

without delay.

Sample folder setup for task notes

= | Folder [2[41] 7asks: 4
|| £ Eceo Folders | |Tasks
1= [ Everts I o, Check figures for annual report
- 7] MetManage II.| @, Check status of nevw ad
N [ Boeing campaign
- [ Barnes [l a, Scheduls Bosing event kickoff
- ] Bates mesting
I_| =0 Assistants
I [ Bok
I 1 Edra
N [ Gordan
[ wianda

Stephanie, a lawyer, puts together a Notepad that shows the logical flow of a case. When

she interviews a witness, Stephanie wants to easily review all points that pertain to that

witness. She must be able to view the information from two perspectives: according to its
degree of value to the case and as a set of problematic points, drawing information from

other cases.

Sample folder setup for case notes

= [ 1| Folder [£[+

Interviews:

[ Ecco Falders
=[] Lengal
=[] Cauzes of Action
1 Count 1 - Breach

[ Count 3 - Business Tort
=[] Defenses

7 Statute of Limitations

[ Assumption of Risk
=[] witreszes

1 Joe Srith

1 Edria wWither=poon

[ Count 2 - Emational Distress

|
I

Interviews

o Interview with Jog Smith

& a Never read the cortract

B. o Didh't know about the widow
o Inverview with Edna Withespoon

A o Witneszed Stnith reading cortract

B. o Answered Smith's guestions

C. o Says Smith haz petty thett record

D. o HKnew about Smith's petty theft record

Pat, a research chemist, gathers information for each type of experimental procedure,
chemical compound, and institution she works with. As she creates notes on journal
articles, she records the important points in each article in several places. When she
wants a summary of her reading on a specific compound, all the relevant information is

available in one place.
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Sample folder setup for research notes

= | Folder 2]+ Reading Surnmary:
|| =1 Ecco Folders £ |Reading Summary
|| = £0 Experimental Procedures I.| @ hternational Semiconductor Research
- 1 IR spectrozcopy A, g, May '92,p. 132 Review of surface analysis
- ) SEM technigues.
| el B. o, May '92, p. 140 Dizcussion of various
| 1= [ chemical Compounds flurocarbons used in semiconductor processing.
| 1 Crystalline silicon C. o June'32 p 175 Attempt to determine
| [ silicon oxide patts-per-trilion impurities in crystaline silican
| [ Flurocarbons using IR spectroscopy.
| [ Fullsrenes I.| o Journal of Analytical Chemistry
| 1= [ Institutions A o June'92 p. B Characterization of fullerenes as
|| [ Mew Age Semiconductar Group B0-carbon buckyballs.
0 american Association for Testing B. o June'SZ p.S Latest developments in coupled G
| and Materials techhigues.
1= [ Legal C. o July '92, p. 40; Good GC elution curves and R
=[] Causes of Action spectra for rare flurocarbons.

Using Folders: An Overview

The basic steps for using folders are described in the following procedures.

To display the folder window

From the View menu, choose Folder Window. The folder window appears.

To create and name folders

1. From the Folder menu, choose New Folder.
2. Type a name for the folder.

3. Reorganize the folders as you would any outline item, by dragging the folder icon.

To add items to folders
1. Click on the item’s bullet.

2. Drag the item bullet to a folder in the folder window.

The item is added to the folder and remains in the current view as well. You can
remove the item from the current view by choosing Delete Items from the Edit menu.

To view a folder’s items

Double-click any folder in the folder window. The folder and its items appear in a scratch
Notepad.

Page 177



Working with Folders

When you work with folders, you actually work with several ECCO elements:

* The Folder window
e Default folders

* Folder outlines

The Folder Window

In the Folder window, you can view existing folders as well as perform a variety of
operations on them. You display the folder window at the left side of the ECCO program
window. To view the folder window, from the View menu, choose Folder Window. To
hide the folder window, choose Folder Window again; or choose the Close button in the
upper-left corner of the folder window.

Folders: In the folder window, you can add new folders and edit, rearrange, or select
existing folders.

Folder menu: Choose commands from this menu to switch between Assign and Edit
modes, to add or delete folders, to change folder types or properties, to assign by keys, or
to make folders public.

Folder buttons: Checkmarks on these buttons indicate that the selected items in the
active view have been added to these folders.

Zoom button: Click this button to display, hide, or resize the folder window.
Close button: Click this button to close the folder window.
You work with the folder window in one of two modes:

* To add items to a folder, ugessignmode. You switch to Assign mode by clicking
outside the folder window or by choosing Assign Folders from the Folder menu.

e To add new folders and edit and rearrange existing onegditsrode. You switch
to Edit mode by choosing Edit Folders from the Folder menu or by clicking the title
bar of the folder window.

Organizing the Folder Window

To more easily understand the relationship between folders, you can organize them in a
way that makes most sense for your needs. For example, you can place folders containing
similar material into groups and at the same time make other folders subordinate to them
(thereby creatingubfolders) You can also expand and collapse folders to view them

more easily. You can even create multiple-folder columns so that you can view multiple
values in one cell. For more information, see the chapter or online help on “Columns and
Values.”
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To organize the Folder window, choose Edit Folders from the Folder menu, and then
perform any of the following actions:

« Move a folder up, down, right, or left in the outline by dragging its folder icon or by
pressingALT+LEFT ARROW Or ALT+RIGHT ARROW.

» Expand and collapse a folder that contains subfolders by clicking the plus or minus
sign to the left of the folder icon.

« Create a new folder at a lower or higher level than the selected folder by pressing
CTRL+R (to create a subfolder) arrL+L (to create a folder one level higher).

In addition, you can apply formatting in the folder window. For more information, see the
chapter or online help on “Working with Items and Formatting.”

Default Folders
ECCO provides the following default folders:

« PhoneBook Contains items (in this case, names) created in the PhoneBook. The
PhoneBook folder has several subfolders containing related information entered in
the PhoneBook, such as telephone numbers and addresses.

* Appointments: Contains items created in the Appointment section of the Calendar.
+ To Do’s: Contains items created in the Tickler section of the Calendar.

* Done, Start DatesandDue Dates: Allows you to organize scheduled items.

e Search Results: Contains items found when you search the entire ECCO file.

* New Columns: Contains subfolders based on any new columns you create in the
column pane.

Note: ECCO includes several templates that provide folder structures for some typical
types of projects or applications. Each ECCO template includes a view titled
“How to use this File.” Depending on the template you use, you will see
additional folders in the folder window. New ECCO files are based on the
templateDEFAULT.ECTIn your ECCO directory.

Creating Folders

When you need to create a new information category, you can create a new folder in the
folder window.

To create a folder

1. Open the folder window, if necessary, by choosing Folder Window from the View
menu.

2. From the Folder menu, choose New Folder.

3. Type a name for the folder.
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Note: You can also create a folder by choosing New Folder from the Folder menu.
When you create a new Notepad, ECCO creates a new folder with the name of the
Notepad. You can edit the name at &ime.

Renaming Folders

You can change the name of a folder from any location. The name will change wherever

the folder appears.

To change the name of a folder

1. From the Folder menu, choose Edit Folders.

2. Inthe folder window, select the name of the folder you want to change.

3. Type a new folder name.

Note: You can also change the name of a folder from a Notepad. In the Notepad, select
the folder name, and then type a new name for the folder.

Deleting Folders

When you no longer need a folder, you can delete it from an ECCO file. When you
delete a folder, its subfolders are deleted as well. You cannot delete a default ECCO
folder, such as PhoneBook or Appointments.

Note: When you delete a folder from the folder window, items found in only that folder
are permanently deleted from your ECCO file. If you want to continue to view
them, be sure to move them to another folder before you delete the folder.

To delete a folder

1. From the Folder menu, choose Edit Folders.

2. Select the folder that you want to delete.

You can delete multiple folders using any of the methods for multiple selections.

3. From the Folder menu, choose Delete Folder.
If the folder is empty, the folder name disappears from the folder window.

If the folder contains items, ECCO displays the Delete Folder dialog box, which
includes a warning that the folders will be removed from all views and columns.
Choose the OK button to complete the deletion.

Note: If the folder you delete is the only folder in a Notepad, an untitled folder is created
to preserve the view.

Page 180



Adding Items to Folders

You can add an item to a folder in any of the following ways:

e by typing a new item into any ECCO view

* by dragging an item from a view to a folder in the folder window

* by selecting an item and choosing a gray folder button in the folder window
e by using columns

Typing Items into a View

You can add items to folders by typing them into a view. As you type, ECCO adds the
items to folders as described in the following table:

Type of Iltem Folder

Calendar appointment Appointments

Calendar tickler item (created inDate folder of your choice
the Tickler section)

PhoneBook name PhoneBook
Notepad item Folder above the item in the
Notepad

Adding Items with the Folder Window

You can add items to folders by dragging the items into the folder window or by using the
folder options pop-up menu.

To add items to folders

1. If the folder window is not displayed, from the View menu, choose Folder Window.
2. Switch to the view that contains the items you want to add to folders.

You can add items from any view to any folder or group of folders.
3. Select the item you want to add by clicking it.

You can select a single item, multiple items in sequence, or nonsequential multiple
items.

4. Drag the items into a folder in the folder window.
Or
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Click a gray folder button at the left side of the folder window to select a folder, or
drag through several folder buttons to select multiple folders, and then choose Add
Selected Items To Folder(s) from the folder options pop-up menu, as shown in the
following illustration.

[ Folder [#][+

[ Ecco Folders

=|

Yiew Folders” Items

5. If ECCO displays an edit box, enter a value in the box, and then choose the
checkmark button.

Or

If you are adding the item(s) to multiple folders, ECCO displays the Specify Folder
And Column Values dialog box. Enter a value for each folder, and then choose the
OK button.

For the selected item, ECCO displays a checkmark in the gray folder button for each
folder to which the item has been added.

Auto-Assigning Items to Folders

ECCO'’s auto-assign feature automatically evaluates items throughout your file
(PhoneBook, Calendar, and Notepads) and gathers them into specific folders.

For example, you can:

« Have ECCO gather items that contain the word “Action” to your Tasks folder
» Assemble all items related to a particular company or person into a folder
» Have personalized codes to quickly reference items to various folders and views

Creating Auto-Assignment Rules

To allow ECCO to auto-assign items to a folder, you first must spedifie or the
folder. Arule is simply a text string (word) that ECCO will compare against items that
you create. If the item text matches the rule, it is added to the folder.

Five ways of defining rules are available:
e Asingle word: You can assign every item containing a single word to a folder.

» A phrase with blanks: In this case, a blank says that you want to collect any item
containing the words indicated. If you have a rule that says “Bill Smith,” you could
collect items such as “Bill Smith,” “send bill to Smith Uptown Construction for
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sinks,” or “Jennifer Smith-Banks hired Bill Williamson.” However, “Billings and
Smithton” would not be considered a fit for this rule and would not be added to the
folder.

A phrase with underscores: Underscores can be substituted as blanks. Replacing
the blanks with underscores would make “Bill Smith” read “Bill Smith.” In this
case, this rule would be treated as if it were a single word.

A prefix:  You define a prefix by using an asterisk at the end. A prefix rule that is
defined as “mari*” would collect every item beginning with those letters. This rule
would assign items containing the words “maritime,” “Mariners,” “Marilyn,”
“marigolds,” “marimba,” and “marinades” if they all were used in one file.

A compound rule: This rule combines any of the four rules above to form one,
more complex rule. An example of this would be “Dav*_Jones” which looks for
both “David Jones” or “Dave Jones.”

Adding Auto-Assignment Rules to a Folder

Rules are assigned to and removed from a particular folder through the Auto Assignment
Rules dialog box. You can assign up to 255 rules to a folder.

To

assign rules to a folder

In the folder window select the folder to which you want to add the rule.

From Folder Menu, choose Auto Assign Rules.

The Auto Assign Rules dialog box appears.

Choose New.

Type your rule in the box where the Rule 1 text appears.
Repeat steps 3 and 4 for each additional rule you want to add.
Choose OK when you have finished.

Choose one of the following options:

To search the entire file for items that currently match the new rule, choose Search
All.

To match only newly created or modified items, choose Don't Search.

remove rules from a folder

In the folder window, select the folder from which you want to remove the rule.
From Folder Menu, choose Auto Assign Rules.

Select the rule you wish to remove.
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4.
5.
6.

Choose the Delete button.
Repeat steps 3 and 4 for each additional rule you wish to remove.

Choose OK when you have finished.

Note: Deleting a rule will not remove items that have been assigned to a folder using the

rule.

Removing Items from Folders

You can remove items from folders in either of the following ways:

Use the folder options pop-up menu to remove the selected items from one or more

folders that you select in the folder window.

Delete an item from a Notepad, thereby removing that item from the folder under
which it appears or from all folders.

Note: You can also remove items from folders by deleting checkmarks or values from
columns in the column pane. For more information, see the chapter or online help

“Columns and Values.”

Removing Items from a Notepad

When you delete a top-level item from a Notepad you can choose to remove it from the
folder in which it appears or from all folders. Top-level items are located at the highest
(left-most) level of a view. Deleting a top-level item also deletes its subitems. When you
delete a subitem, it is removed from all folders and deleted from the ECCO file.

To remove items from a Notepad

1.
2.

In a Notepad, select the items you want to remove.

From the Edit menu, choose Delete Items, or resstD.

Depending on the items you selected, one of the following events happens:

If you selected items that were assigned to only one folder, the items are removed
from the folder and, therefore, from the ECCO file.

If you selected top-level items that are currently in multiple views, ECCO asks
whether you want to remove the items from the current folder or from the entire
ECCO file.

If you selected subitems that were added to multiple folders, ECCO asks you to
confirm that you want to remove the items from all folders to which they have been
added.
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Removing Items Using the Folder Window

Use the folder options pop-up menu in the folder window to remove selected items from
any folder.

To remove items from folders using the folder window

When you remove an item from a folder using the folder window, the item remains in all
other folders to which it has been added.

1. Inthe active view, select the item you want to remove.

You can select a single item, multiple items in sequence, or non-sequential multiple
items.

2. Inthe folder window, click the gray button at the far left of the folder from which you
want to remove the items.

Or

Drag through several buttons to select multiple folders. The folder options pop-up
menu appears.

3. From the folder options menu, choose Remove Selected Items From Folder(s).

The selected items are removed from the folder(s).

Viewing Folder Contents

To view the contents of a folder, you can:

» Double-click a folder in the folder window to display its contents in the scratch
Notepad.

» Create a new Notepad. You can add any folder to the Notepad and see all the items in

that folder.

« Add folders to an existing Notepad. You can add the same folders to multiple
Notepads, allowing you to view the same information in different contexts.

Viewing a Folder’'s Contents in the Scratch Notepad

The fastest and easiest way to view a folder’s contents is to display it in the Scratch
Notepad view.

To view a folder’s contents in the Scratch Notepad

Double-click any folder in the folder window. The folder and its items appear in the
Scratch Notepad view.
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Creating a New Notepad Based On a Folder
When you create a new Notepad, the information in it is saved whenever you save your
ECCO file. You can open the Notepad from the View menu by choosing the Notepads
command and then choosing the Notepad’s name from the list.
To create a new Notepad
1. From the View menu, choose Notepads, and then choose New Notepad.
The Create Notepad dialog box appears.
2. In the Name box, type a name that describes the information you will add to the view.
This name appears in the menu when you choose the Notepads command.
3. Choose the Options button.
The Create Notepad Options dialog box appears.

4. To add folders to the Notepad, click the folder names in the folder window displayed
in the dialog box.

As you add them to the Notepad, the folder names appear in the list box on the right.

5. Toremove a folder, highlight the folder in the list on the right, and then choose the
Remove button.

6. When you have finished adding folders, choose the OK button.

7. Choose the OK button again.

ECCO displays a new Notepad that shows the items in the folders you added. The
name of the Notepad appears at the top of the Notepad window.

The next time you choose Notepads from the View menu, this name will appear at
the end of the menu. To switch between Notepads, choose names from this menu;
or, click the tabs at the bottom of the ECCO program window.

Adding Folders to a Notepad

You can add additional folders to an existing Notepad. When you do, you see the items
contained in those folders.

To add folders to a Notepad
1. Switch to the Notepad to which you want to add additional folders.

2. If the folder window is not already open, from the View menu, choose Folder
Window.

The folder window is displayed.

3. Drag into the Notepad the folders you want to add.
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Note: You can also add folders to a Notepad using this method. From the View menu,
select Choose Notepad Folders. In the Choose Notepad Folders dialog box, click
folder names to add them to the view.

Removing Folders from a Notepad

You can remove folders from a Notepad at any time. When you remove a folder from a
view, you are removing it from the view only—you are not deleting it or its items from
the file.

Every Notepad must contain at least one folder. If you remove the only folder in the
Notepad, a new, untitled folder is created to preserve the view.
To remove folders from a Notepad

You can remove a folder from a Notepad by dragging it or by using the Remove Folders
command.

1. Select the folder you want to remove from the Notepad.

2. Using the mouse, drag the folder(s) out of the Notepad window.
Or

From the Edit menu, choose Remove Folders.

Note: Use the Choose Notepad Folders dialog box to remove folders from a Notepad.
From the View menu, select Choose Notepad Folders. In the Choose Notepad
Folders dialog box, highlight the folders you want to remove, and then choose the
Remove button. Choose the OK button.

Folder Types and Folder Values

A folder can store a value with each item it contains. A folder value gives you a way to
associate an additional piece of information with each item. Because an item can be added
to many different folders, each item can have many different values associated with it.

Before you can associate items with values, you must declare the foygperthat is,
you must specify what kind of values the folder will contain. Values are of four types:

» Text valuesare comments, descriptions, or miscellaneous text.
e Number valuesare numerical information.
» Date valuesare date and time information.

e Pop-up list valuesare user-defined values.

Accordingly, a folder can be one of these four types as well. A fifth folder type—
checkmark folder—is also available.
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Checkmark Folders

Checkmark folders are not associated with values. They simply provide an opportunity to
include or exclude an item.

A new folder is, by default, a checkmark folder.

Text Folders and Values

Text folders contain any text of up to 32,000 characters in length. Here are some
examples of ways you might use text values:

* Suppose a set of items describes each part of a problem. As you resolve each item,
you might type a text value that describes the solution to that part of the problem.

« For a set of items describing proposed marketing plans or business strategies, you
might create several text folders, one for each manager, and enter a text value
describing each manager’s response to each proposal.

* You might create a list of outside consultants with whom you work, create text
folders for each project, and type a brief summary of each consultant’s involvement
with a project.

Number Folders and Values

Number folders let you associate numbers with items. Here are some examples of ways
you might use number values:

» Associate a budget amount with each of the tasks that constitute a project
« In alist of equipment, associate an inventory number or a quantity with each item

* In an outline that describes courier deliveries, associate a confirmation number with
each delivery

Note: ECCO accurately records numbers of up to seven digits long.

Date Folders and Values

The management and scheduling of tasks is integrally associated with dates. You can
associate dates with items by:

* creating appointments and tickler items in the Calendar

e entering dates in date columns

e adding items to date folders in the folder window

» making any selected item a tickler when you choose Ticklers from the Tools menu

Unless you specify otherwise by changing the date properties, when you give an item a
date, the item appears in the Calendar.
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Pop-up List Folders and Values

Pop-up list folders let you define a list of values (such as high, medium, and low for a
priority list) and then associate those values with items.

Using pop-up list folders, you can

e Quickly associate with an item values from a user-definable list—without retyping

» Standardize the entry of values so that filters and sorts can be applied to them

« Add or edit the values in the pop-up list

Declaring the Folder Type

Before you begin adding items to a folder, you should declare the folder’s type.

To declare the folder type

1. In the folder window, choose Edit Folders from the Folder menu.
2. Select a folder that contains no items.

3. From the Folder menu, choose Folder Type.

4

Choose a folder type from the menu.

If you choose a pop-up list folder type, the Pop-up List Column Values dialog box
appears in which you can define a set of values for the folder.

Customizing a Folder’'s Properties

Date, pop-up, and number folders can be customized to reflect specific user preferences.

Customizing a Date Folder

Select a date folder and choose Properties from the Folder menu to display the Date
Properties dialog box.

In this dialog box, you can select from the following options:

Default Settings For New Items Specify the default settings. You can override these
default settings for individual items using the Date Settings dialog box. For more
information, see the chapter or online help on “The Calendar.”

Note: These settings affect items that will subsequently be placed in the folder as well as
any items currently in the folder that match the pre-existing defaults.
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* Show Item In Calendar’s Tickler Section: Choose whether to show the items
added to the folder in the Calendar’s Tickler section. If you choose to display the
items in the Tickler section, you can select the default lead time and follow-up time
during which you'd like the items to be displayed.

» Default Recurrence: ECCO allows you to specify an appointment or tickler
recurrence at a time interval you specify. You can select an option from the list to
change the default setting for the recurrence pattern you use most often for items
using this date folder.

« Default Alarms: Select an alarm from the list to change the default setting for the
alarm you use most often for this date folder.

» Calendar Busybar Color: Select a color from the list to change the default color
for the Busybar displayed at the left side of the Calendar view.

Entering Dates In this portion of the Date Folder Properties dialog box, you can specify
the default display of the value edit box that appears when you add a date value to an item
in a column or in the folder window.

* You can choose whether to initially display an edit box, allowing you
to type the date from the keyboard, or the Date Settings dialog box,
allowing you to select a date and other properties using the mouse.

* You can choose whether the value edit box always includes fields for
entering time in addition to a date or whether the time fields are
displayed only for appointments.

Customizing a Pop-up List Folder

When you create a new pop-up list folder or when you choose Properties from the Folder
menu, ECCO displays a Pop-up List dialog box in which you can create and change pop-
up list values. In this dialog box, you can

e Add new values to the list by choosing the New button.

* Choose a value and rename it in the Edit box.

» Delete values from the list by choosing the Delete button.
* Reorder the values in the list.

Note: When you type a new value in an existing pop-up list, the value is added to the end
of the pop-up list.

To add values to a new pop-up list folder or column
1. Create a new pop-up list folder or column.

ECCO displays the Insert Pop-up List Column Values dialog box.
2. Choose the New Pop-up Value button. “Value 1" is highlighted in the Edit box.

3. Type the first value, overtyping “Value 1.”
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4. Choose the New button (without choosing OK) and continue to add the values you
want to include in the pop-up list.

Each time you choose New, the previously entered value appears in the list box.

5. When you have typed the last value, choose the OK button.

Customizing a Number Folder

Select a number folder and choose Properties from the Folder menu to display the
Number Properties dialog box. Using this dialog box, you can specify the type of number
you want the folder to display. You can choose from 13 different number formats:
general, 0.00, 0%, $0.00, and so forth.

Note: If you select a number column and choose Properties from the Column menu, you
can specify the type of number format, the alignment of the number in the column,
and the column width. For more information about working with columns, see the
chapter or online help on “Columns and Values.”

Understanding an Item’s Context

ECCO gives you two easy ways to view an item’s context:

e You can view a folder’s items. When you view a folder’s contents in a Notepad,
ECCO displays all items that have been placed in that folder. Some of these items
might not be meaningful without their parent items displayed for context. To give
meaning to such items, ECCO displays the parent items in green text to indicate that
these green items were not actually placed in the folder.

* View the folders to which an item has been added. Using the Show Item Info
command on the Item menu, you can look at all of an item’s folders and values from
anywhere in ECCO.

Understanding Context Parents

Problem: Viewing Only the Information You Need

Too much information is as much of a problem as too little. Once you've collected a large
body of information, the problem is no longer “How do | find and view this information?”
but “How do | view only the most relevant information and still understand it?”

Solution: Context Parents

Consider the following example. Suppose you've just logged a phone conversation in
your PhoneBook. In this conversation, your friend Pat made a marketing proposal. You'd
like to track this proposal under your “Marketing Issues” folder, so you drag this
conversation into the “Marketing Issues” folder in the folder window.

When you next look at your Marketing outline view (which contains this folder), it might
look like this:
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Because the item logging the conversation was explicitly added to the folder, it appears in
black. All of its subitems have been brought in and are hidden (as indicated by the black
triangle). The name Redline Cruises, from the PhoneBook, was not added to the folder
and appears in this outline view solely to provide meaning and context. It appears in
green to indicate that it has not been explicitly placed in the folder. In ECCO, this item is
called acontext parent

If the name Redline Cruises had been explicitly placed in the Marketing Issues folder, all
other appointments, conversations, and other items, appearing under that name in the
PhoneBook would appear here as well. This would obscure the marketing proposal that
you wanted to track.

The ability to add a subordinate item to a folder without adding its parent allows you to
exclude extraneous information, while the appearance of the context parent provides the
necessary context to understand the item.

Note: If a filter is applied in an outline view, context parents not meeting the criteria are
displayed in green. For more information, see the chapter or online help on “Other
ECCO Features.”

Viewing an Item’s Folders

Another way to view an item’s context is to view the folder names to which an item has
been added. You can view an item’s folders in either of two ways:

» Select the item and open the folder window. A checkmark on a Folder button
indicates that the selected item has been added to that folder.

* Use the Show Item Info command on the Item menu to quickly see which folders an
item has been added to and what column values have been associated with the item.

Using the Show Item Info dialog box, you can move quickly through the items in a view,
getting a broader view of the item’s context, viewing an item’s folders, and even changing
the values associated with a given item.

To view an item’s folders

1. Select the item whose folders you want to view. Select the first item in the view if
you want to step through all the items in a view.

2. From the Item menu, choose Show Item Info.

The Show Item Info dialog box appears. The text of the selected item is displayed in
the Item Text box. The folders to which the item has been added (or the columns in
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which the items have been given values) are listed on the left. The values associated
with the selected item for each folder or column are listed to the right.

3. To edit a value, select it, and then change the value in the value edit box. To clear a
value, select it, and then choose the Clear Value button.

4. To view the folders for the next item in the view, choose one of the Next ltem
buttons.

The Next Item buttons let you move through the items in the active view without
closing the dialog box.

5. When you are done viewing items’ folders, choose the Done button.

If you have made changes in the dialog box, the Done button changes to an OK
button. Choose the OK button when you have finished viewing and making changes
in the dialog box.

Under the Hood: Item Levels

When you add an item to a folder, ECCO treats the item differently, depending on
whether it is a top-level item or a subitem. ECCO automatically adds top-level items to
the folder in which they are typed, whereas you must explicitly add subitems to a folder
before they are added to it. When you add an existing subitem to a second folder, ECCO
displays the parent item in green in any views displaying the second folder to allow you to
see the context of the item without viewing a lot of information you don't need.

e When you promote or demote an item to or from the first level in a Notepad, ECCO
adds it to or removes it from the folder in which it appears.

* When you promote or demote an item or its context parents in a Notepad, ECCO
changes the context information as well.

Iltem Levels and Folders

When you type and rearrange items in a folder that appears in a Notepad, those items are
added to and removed from that folder in different ways, depending on their level.

* When you type a top-level item under a folder name, it is automatically added to that
folder. If you select the item, you will see a checkmark in the folder button next to
the folder name in the folder window.

« Because a Notepad shows all subitems of an item included in a folder, ECCO does
not explicitly add subitems to a folder when you type them. This makes it easier to
remove items from folders since removing a parent item will automatically remove
all the subitems.
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Chapter 12. Columns and Values

ECCO provides you with the flexibility you need to organize related items of information
in a useful way. You use ECCO views and folders to organize and collect items of
information. You use columns to display additional pieces of information associated with
items. Also, columns are a quick way of seeing which items are in a particular folder.

Example: Tracking Information in Columns

As the owner of an event-coordination business, Hanna has been using an ECCO file to
enter items of information regarding all aspects of her business, and she has been
organizing those items into folders. One of those folders is a “Tasks” folder to which she
adds items for each of the major tasks she must accomplish in the coming week.

Items in Hanna's folder

Tasks:

[Tasks 1+
1. @ Check figures for annusl report
1. g, July zales
2. o st quarter profits
o Check status of new ad campaign
1. o Arephotos ready?
2. o Meed feedback on ad copy
1. o Lead paragraph too long?
2. o |z copy exciting enough’?
3. @, Make changes to document
o Schedule Boeing event kickoff meeting
1. © Prepare preliminary hudget
2. g, vwhat we'll nead

]

w

2

1] A [ wil] Y How to use this File £ Calls b Tasks /

Hanna decides she would like to track additional information, such as priority and cost,
for each item. Columns are the perfect answer to her need.

Entering Values in Columns

The first thing Hanna wants to do is prioritize the tasks for the week. In the Notepad
displaying the Tasks folder, she displays the column pane (by choosing Show Columns
from the Column menu) and inserts two columns — Priority and Cost. She then assigns a
“High,” “Medium,” or “Low” priority to each item using the Priority column. While

she’s at it, she decides to enter, in the Cost column, some budget figures associated with
those same items.
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Items with associated information entered in columns

Tasks: | 4 Pricrity | Cost 4
(Tasks ﬂ
1.| @ Check figures for annual report High _I
1. g, July sales §4,000.00
2. o st guarter profits $9,500.00
2. o Check status of new ad campaign Higgh
1. o Arephotos resdy? Loy
2. o Meed feedback onad copy High

1. o Lead paragraph too long?
2. o ls copy exciting enough?
3. o, Make changes to document

3.| @ Schedule Boeing event kickoff meeting Medium
1. o Prepare preliminary budget Medium FE9,000.00
2. g, What we'l need Loy

Ja ] [wil] % How to use this File £ Calls 3 Tasks £ Hot lssues £ Completed Work /

Column Types

Column types provide a way to simplify entry and formatting of different types of values,
such as dates, numbers, text, and pop-up lists. Pop-up lists let you define a list of values
and then associate values from that list with items. In the example above, Hanna inserted
a pop-up list column (Priority) and a number column (Cost).

Using the Insert Column command, Hanna could also insert a date column for storing the
due dates of each task. Entering dates in a date column is simple using the Date Settings
dialog box. When Hanna enters dates for her tasks, those tasks will also appear on the
appropriate dates of her Calendar.

Anatomy of a Column

Columns, which are made up of individual cells, appear icdhenn panea special area
at the right side of every ECCO view. To view the column pane, from the Column menu,
choose the Show Columns command.

Cell: A cell can contain a value, such as a date, checkmark, text, or number.
Column headings: The title of the column, which you supply when you create a column.

Column scrolling buttons: If the pane contains more columns than can be displayed at
one time, use the column scrolling buttons to view them.

Column menu: Contains commands for hiding, displaying, inserting, or deleting
columns; modifying column properties; naming, aligning, moving, or sizing columns; and
making the contents of a column public.

Pane border: Drag this border to resize the column pane.
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Column Types: An Overview

When you create a column, you must specifyyite The type dictates the kind of
information a column will contain. Six types are possible:

e Checkmark columnslet you to click column cells to checkmark items.
e Text columnscontain miscellaneous text.

*  Number columnscontain numerical information.

e Date columnscontain date and time information.

e Pop-up list columnslet you choose a value from a user-defined list.

* Gantt columnslet you represent date ranges graphically, as a bar.

For detailed information on each of these column types, see “About Column Types” later
in this chapter.

Using Columns

Inserting Columns

A column displays the contents of an existing folder or allows you to enter new
information. Each view can include up to 100 columns (and your ECCO file can include
a combination of up to 64,000 folders and columns).

To insert a column with new content
1. From the Column menu, choose Insert Column.
2. From the Insert Column submenu, choose the type of column you want to add.

3. Inthe Column Heading dialog box, supply a name for the column, and then choose
the OK button.

Note: When you insert a column with new content, ECCO creates a folder with the same
name as the column. This folder contains the items that have values in the column.

To insert an existing column or folder

Use the Insert Column command to insert a column or folder that was created in another
view. For example, you might want to use the Start Dates column in several different
Notepads. To add an existing folder or column to the view, follow these steps:

1. From the Column menu, choose Insert Column, and then choose Existing Column Or
Folder.

The Insert Folder Columns dialog box appears.
2. Select one or more columns from the list.

3. Choose the OK button.
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Note: You can also insert a single folder column by dragging a folder from the folder
window into the column pane.

Entering Values in Columns

When you enter a value in a column, the item associated with it is added to the folder that
has the same name as the column.

To enter a value in a column

1. If the column pane is not displayed, choose the Show Columns command from the
Column menu.

2. Find the desired column. Use the column scrolling buttons as necessary.
3. Using the mouse or the arréwys, select the desired cell.

4. Enter a value in the value edit box.
5

Choose thenT (checkmark) button or press tBeTERkey.

Editing and Deleting Values in Columns

When you delete a value, the value and the item associated with it are deleted from the
column and from the folder that has the same name as the column.

To edit or delete a value

1. Use the mouse or the arrow keys to select a cell, and then presseRédey.

2. Inthe value edit box that appears, make changes to the value, or poEsEtize
key to delete the value.

3. When you are finished, choose thna (checkmark) button.

Removing Columns from the View

To remove a column, select a cell in the column, and choose the Remove Column
command from the Column menu.

Note: This procedure removes the column and its values from the view; but ialoes
delete them from the file. They still exist in the corresponding folder in the folder
window. To redisplay the column and its values, drag the folder into the column
pane. To delete the column entirely from the file, delete it from the folder
window.
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Customizations

Using a variety of commands and techniques, you can customize the appearance of ECCO
columns and the ECCO column pane.

Customizing the Column Pane

With ECCO you can customize the appearance of the column pane to best suit your
needs:

* To display or hide the column pane, choose the Show Columns command from the
Column menu.

e To adjust the width of the column pane, use the mouse to drag the left border of the
pane.
Customizing Columns

ECCO also lets you customize the appearance of individual columns. Use the procedures
listed in the following table:

[Menu] and
To Command Mouse Procedure
Change column width ~ [Column] Width Drag border of column heading
Move a column [Column] Move Drag column heading

Column

Minimize or restore a [Column] Width (Use  Double-click column heading
column the Minimize

checkbox in the

Column Width dialog

box)
Change column’s [Format] command Right-click in column, then choose
character formatting Character
Change alignment [Column] Alignment
Change a column [Column] Heading

heading

Note: Formatting attributes and styles applied to a column override outline styles. For
more information on formatting, see the chapter or online help on “Working with
Items and Formatting.”
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About Column Types

Earlier in the chapter, you learned a little about the six column types in ECCO. The
following sections describe each of these column types in greater detail.
Checkmark Columns

Checkmark columns have no values associated with them. By selecting a cell in a
checkmark column, you add a checkmark to the cell and add the item on that line to the
folder that has the same name as the column.

Note: To customize the appearance of the checkmark, choose Properties from the
Column menu.
Text Columns

Text columns let you associate text with a single item.

If you select a cell in a text column, ECCO displays an empty, sizable, value edit box that
can hold up to 32,000 text characters. If you type more characters than will fit in the box,
the text scrolls up so that you can continue to enter your value.

*  PressCTRL+ENTERTtO insert carriage returns in the text.
e To expand the borders of the value edit box, drag them.

* When you finish entering text, press #rer key. The edit box disappears, and
ECCO displays only the amount of text that can fit into the on-screen cell.

Note: When youprint columns, you'll see only the amount of text that fits into the on-
screen cell. Therefore, if you plan to use and print lengthy text values, you should
use outline notes instead of columns to ensure that you see all of your material.

Number Columns

Number columns let you associate numbers with items.

If you select a cell in a number column, ECCO displays an empty value edit box. Type
any number in this box. Nonnumeric values will not be accepted. Pressrdrekey
when you're done.

Date Columns

Date columns let you associate dates with items. By giving an item a date value, you
integrate it with the rest of your schedule.

Unless you specify otherwise, all items with date values appear in the Tickler section of
the Calendar. If you associate a time as well as a date with the item, the item also appears
in the Appointment section of the Calendar view.
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When you select a cell in a date column, ECCO displays an empty value edit box in which
you can type the date. (Or choose the down arrow to display the Date Settings dialog
box. Use the dialog box to set the date, together with any other date attributes.)

Note: Values in the date column can have all the attributes of dates in the Calendar. For
more information, see the chapter or online help on “The Calendar.”

ECCO has several default date folders, such as Start Dates and To-Do’s, that you can use.
For more information, see the chapter or online help on “Folders.”

Pop-up List Columns

With pop-up list columns you select a cell value from a pre-established list. A pop-up list
allows you to choose a value from a user-defined, editable list.

Tasks: |1 Priarity | Cost 4
(Tasks ﬂ
1.| @ Check figures for annual report High
1. g, July sales §4,000.00
2. o st guarter profits §9,500.00
2.| @ Check status of newy ad campaign | Higgh
1. o |Are photos ready? | L
2. o Meed feedback on ad copy <EditValues: |+
1. o Lead paragraph too long? I
2. o ls copy exciting enough? Medium
3. o, Make changes to document High
3.| o Schedule Boeing event kickoff meeting None *
1. © Prepare preliminary budget e oo, 000.00
2. a, vwhat we'll need Lowy
=
1ol w [ wi] %, How to use this File £ Calls 3 Tasks £ Hot lssues £ Complsted Work /

If you select a cell in a pop-up list column, ECCO displays a value edit box. In this box
you can

e Choose the down arrow to display a list of existing values (and then select a value
from the list).

* Type a new value.

» Select Edit Values to display the Pop-Up List Column Values dialog box. In this
dialog box, you can add, modify, or delete values in the pop-up list column. For more
information, see the chapter or online help on “Folders.”

Gantt Columns

In a Gantt column, time values are displayed in graphic form as a bar.
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A Gantt column

Mew Ad Campaign: 4341 101 1A
2| o Elements ﬂ
1. o, Magazine ads e —
2. o Radio spots j
1. o, Southeast region —
2. g, Morthwest region —
3. o Trade show presence
1. o Morthwest Travel Fair —
2. 0o Southeast Sunseekers Show —
3. o Mational Travel Agencies Convention — a
W[ A » [ ] % Tasks3 £ Assistants 4 New Ad Campaign 4 Studios £ Directors A Gerres £

Creating a Gantt Column

An item’s start and end dates define the length of its bar in the Gantt column.

To create a Gantt Column

To create a Gantt column, do the following:

1.

From the Column menu, choose Insert Column, and then choose Gantt. ECCO
displays the Create New Gantt Column dialog box.

In the Chart Range boxes, specify the date range for the chart.

By default, ECCO uses today’s date as the starting date and 90 days from today as
the ending date. In either value edit box, you can choose the down arrow to select a
date from the calendar.

From the drop-down list of date folders, select folders whose names best describe the
beginning and end of each bar (for example, Start Date and End Date).

Choose a bar color from the Bar Color list.

Choose the OK button.

ECCO displays the column without a heading. If you drag the right column
boundary to the right, ECCO displays dates, in the date range you specified, across
the top of the column. ECCO spaces the dates proportionate to the total space you
have allotted to the column.

Note: A Gantt column does not create a folder.

To add bars to a Gantt column

1.

In the Gantt column, choose the desired cell.

If you have not added date values to this item in the date folders specified for the
chart, ECCO displays a value edit box in which you can enter the starting and ending
dates.
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2. Type the dates, or choose the down arrow button to display the Date Settings dialog
box and select the dates.

3. Press theNTERKeY.

Customizing Gantt Columns
Once they're created, Gantt columns can be easily changed:

* To change the date range, the folders from which values are taken, or the color of the
bars, select the desired cell, choose Properties from the Column menu, and then make
the necessary changes.

e To change dates, choose the desired cell and change the date in the value edit box (or
change the value elsewhere in ECCO). If the new date falls outside the date range
specified for the Gantt chart, the bar will not appear in the chart.

* To change the width of the chart, resize the column. Drag it to the desired width or
choose Width from the Column menu.

Viewing Folder Contents in a Column

To view a folder’'s contents as a column, use one of the following procedures:

Drag a folder from the folder window into the column pane.

From the Insert Column submenu, choose Existing Column, and then
choose from the list.

Calculating Values in Columns

ECCO’s Sum feature allows you to calculate totals in your columnar data or multiply and
total one column’s values with those of another.

For example, you can:

« Determine how many items have been selected with a checkmark.
« Add all or some of the values in a column.
e Multiply and total the hours spent on a project by a selected rate.

Calculating Totals and Sums

ECCO can perform math calculations on almost every column type. Gantt and text
columns are the exceptions.

Columns are evaluated in the following ways:

Page 203



e Checkmark columnsproduce a count of all items that have been marked. Blank
cells are treated as zeros.

» Appointment and Date columnstotal hours and minutes. If the column contains
only a date and no times, its value is considered to be zero. For example, the sum of
all values in the Done column will be zero.

e Other column types such as Number, Pop-Up List, and Text columns, will add or
multiply only those entries that are numbers. With Pop-Up List columns, you can
total a list of frequently used numbers (such as hours worked or interest rates) or use
them to perform calculations on other columns. Non-numeric values are treated as
zeros.

To total a column
1. If you want to total specific items in a column, select them.

2. From the Tools menu, choose Sum.

The Calculate Sum dialog box appears.

3. Select the Sum The Value Of option, and then choose a column from the drop-down
list.

4. Choose the Calculate button.

The total will appear beside Results.

5. Choose Close when you are done.

To multiply and then total two columns

1. If you want to perform the calculation on specific items, select them.
2. From the Tools menu, choose Sum. The Calculate Sum dialog box appears.

3. Select the For Each Item Multiply option, and then choose the two columns you want
to multiply from the drop-down lists.

4. Choose the Calculate button.

ECCO will first multiply each item’s entry in each column together and will then add
the answers for the final total. The sum will appear beside Results.

5. Choose Close when you are done.

Creating Standard Column Sets

ECCO gives you the option of creating standard column sets that will appear as part of
every newly created Notepad.
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To include a column in a standard column set

1. Select acell in the desired column.

2. From the Column menu, choose Properties.

The Column Properties dialog box appears.

3. Select the Include This Column In New Notepads By Default checkbox.

Sorting by Column Value

You can sort the items in a view by their column value. For example, suppose you want
to sort the items in your Tasks notepad chronologically by due date. Using the Due Dates
column, you can sort the items in ascending order so that those items with the earliest due
dates are at the top of the list.

Note: When you sort items in a pop-up list column, the sort is based on the position of
the values in the list. You can modify this order at any time by choosing Edit
Values from the list.

For detailed instructions on sorting, see the chapter or online help on “Working With
Items and Formatting.”

Making Columns Public

If you share an ECCO file with others over a network, all columns in shared (or public)
views are automatically made public. New columns addiedl the share remain private,
however, until you explicitly share them.

To share a column

1. Select a cell in the column you want to share.

2. From the Column menu, choose Make Pubilic.

Using Multiple-Folder Columns

Although a column typically displays the values for a single folder, it's possible to have a
column show values from several folders. This can be useful when only a few (of many)
folders are likely to be used with each item in a view. Setting up columns for multiple
folders is also useful for working with items that have multiple values or folder
assignments that you want to view and edit in one place.

For example, Hanna has a folder for each of her assistants. As tasks come up that need to
be attended to, Hanna can assign them to her assistants by adding them to folders. Hanna
would like to see at a glance which tasks are in which folders without having to dedicate a
column to each of her assistants.
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In the folder window, Hanna creates a folder called “Assistants” and makes a folder for

each of her assistants subordinate to that folder.

The Assistants folder with four subordinate folders

[ Folder [+

+

[ Bates
=[] =zistarts
[ Bok
[ Edna
[ Gordan
£ vanda
= [ Mewy Colurins
[ Recurring he
7 Priority
1 Type
—_ .

1 T T I U Y |

|

+

She then creates a multiple-folder column using the “Assistants” column. For each task in

the Notepad, those subordinate folders that contain the item will be displayed in the

corresponding cell of this column.

A multiple-folder column

Scratch: 4 Staff 4
[ |Tasks ﬂ
1. o Check figures for annual report _I
1. @, July sales BEok
2. o 1=zt quarer profits
2.| o Check ststus of new ad campaign | =Wancda
BEok
1. o Are photos ready? BEoh
2. o, MNeed feedback on ad copy | =Wanda
BEdna
BGordon
3. o Schedule Bosing evernt kickoff BGordon
mesting
1. @ Prepare preliminary budget  |[®Bob
2. g What we'll need BEdna

[« [o1]

Scratch A Tasks2 £ Tasks3 £ Assistants £

Note the following about multiple-folder columns:
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e If anitem in the view has been added to a subfolder, the folder's name appears in the
multiple-folder column cell to its right.

« If the folder contains a value, the value appears along with the folder name.
e You can add, delete, or edit the values in each subfolder by clicking the column cell.

* You can include folders without values in a multiple-folder column, and you can use
the column to view folder assignments, add items to folders, and remove items from
folders quickly, in a single location.

Displaying Multiple Folders in a Column

You can display the subfolders of a folder in a single cell of a column.

To display multiple folders in a column

1. Inthe folder window, arrange a group of folders as subfolders of a single folder. For
more information about organizing folders in the folder window, see the chapter or
online help on “Folders.”

For example, you might make “Date 1,” “Date 2,” and “Date 3" subfolders of a
“Project Dates” folder.

2. Inthe column pane, insert a folder column for the folder to which the group of
folders is subordinate.

To extend the preceding example, you would insert a folder column based on the
Project Dates folder.

3. With the column selected, from the Column menu, choose Properties.
The Column Properties dialog box appears.

4. Inthe For Each Item, Cell Displays area of the Properties dialog box, select the Sub
Folders Of <Folder Name> That Contain Item option.

5. Choose the OK button.
When you add an item in the view to one of the subfolders, the folder's name appears
in the column cell on the same line as the item.
Editing Multiple Folders in a Column
To change values and folder assignments in a multiple-folder column, click on a column
cell and make changes in the box that appears.
To edit the cells of a multiple-folder column

1. Click a column cell, or select the cell and then pressNiier key. ECCO displays
a box listing all folders subordinate to the folder heading the column, together with
the value assigned to the item for each folder.
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2. Click the subfolder you want to edit, or select the folder, and thensress
ECCO displays a value edit box appropriate for the folder type. If the folder is a
checkmark folder, click the folder name to “check” or “exclude” it.

3. Enter a value or edit the existing value.

To remove the item from that folder, delete the value. If the folder is a checkmark
folder, click the folder name to add or remove the item from that folder.

4. When you have finished editing folder values, do one of the following:

» To save the changes you have made, choogthieutton (checkmark) in the
upper right corner of the edit box.

* To close the edit box without saving the changes you have made, choese the
button (it looks like the letter “X").
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Chapter 13. Forms

If your work involves adding items to multiple folders or if you frequently update folder
values for a large number of items, you can automate these tasks by usindde@€0O

A form isn't a visible part of ECCO. It's a template that lists a set of folders and folder
values that can be applied to an item.

To create and work with forms, you use the following commands on the Tools menu:

 New Form lets you create and define a form.

* Manage Formslets you structure the form submenu (part of the Tools menu).

- Add Item By Form lets you create a new item and give it a specific set of values.
* View Item By Form displays (and allows you to change) an item’s values.

Note: For more information, see the section on Folders in the User’s Guide or in
online Help.

* Apply Form To Items lets you associate existing text with a specific set of values.

Using Forms: A Practical Example

Petrie’'s Beverages, Inc. has hired Hanna Jay to organize a nationwide launch for
Chameleon Springs Sparkling Watets new line of carbonated beverages. Petrie’s has
selected shopping centers across the country to host the launch, and each store will have
its own activities. Hanna needs to keep track of the planning process on a nationwide
basis. To streamline the collection of data, Hanna decides to create a fornspeted

which will let her work with her data in a useful way.

First, she must decide what fields (and default values, if any) will be associated with the
form. For more information on the types of fields that are available, see the chapter or
online help on “Folders.” She decides that, for the Scents form, the following fields best
suit her needs:

« Atext field titledCity that lists the store’s location (no default value).

* A pop-up list folder titledrurnoutthat lists the projected degree of customer
attendance at the event (Low, Medium, or the default, High).

« A number field tittedBudgetthat lists the projected total expenses for the event on a
per-store basis ($5,000 default value).

* Checkmark fields listing party details that need to be taken care of (default is
uncheckef

e A date field that lists the date that the event is to occur (no default).
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The Create New Form dialog box

Create New Form

Fename: ISpringS

Choogse Fields:

Fields Chosen:

QK |

Cancel |

<< BEmEvE |

GC (check) 2l [Date (date) =]
Chemical Compounds (chec Samples (check)
Crystalline silicon (check) Budget (num) . |
Silicon oxide (check) Tumout (popup) M AL
Flurocarbons (check) City
Fullerenes icheck) Hosted Bar (check) Default Walues... |
Samples (check) Dancers (check)
Budget [num) Clowns (check) —_—
Tumout (popup) Reorder:
City
Hosted Bar (check) Up | B |

I

Once Hanna created the Springs form, she used it in several different ways:

Whenever she planned an event in a new city, she created a new item with the Add
Item By Form command.

She applied the Springs form to a list of selected stores already listed in ECCO by
using the Apply Form To Items command.

Whenever she needed to change data on a particular store, she used the View ltems
By Form command.

The following sections describe each of the steps involved in creating and using forms.

Note: As you learn about forms, keep in mind that three terms are interchangeable:

folders=fields=columns.

Creating a New Form

The first step in working with forms is the actual creation of a form.

To create a new form

In the Rename box, type a name for the form. This name will appear in a submenu

1. From the Tools menu, choose New Form.
The Create New Form dialog box appears.
2.
whenever you choose any form command.
3.

From the Choose Fields list, select the fields you want to add to the form. To create a
new field, choose the New Field button. The field names appear in the Fields Chosen
list as you add them.
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To enter a default value for a field, click the Default Values button and then enter a
value in the Set Default Values For Form dialog box.

Note: Specify default values for those fields that have a standard value that changes
infrequently, if ever.

4. Choose the OK button.

Adding Items by Form
Once you've created a form, you can use it within ECCO to add new items

For example, using the Springs form, Hanna added an item for the Tacoma store, and as
she did so, she customized the default information:

»  She specified the City 8acoma

e She changed the default Turnout valudedium(since the Tacoma store is smaller
than the average store).

The default values for the Budget, party details, and date fields required no change.

You can change default field values when you add a new item by form.

Add by Form: Springs [2]=]
Add a new item, specifying folders and colurmn values.
Item Text:

S |Store #5438 Cancel

Click below to specify folders & column walues for item W
Date 8-19-97 H Aelel Az Bt
Samples - @

Budget 500 Clearvalue |
T.umclut Medium All Detauts |
City Tacoma ]

Hosted Bar

Miancor hd

Note: To add items by form from other programs, use the Shooter. For more
information, see the chapter or online help on “Importing and Exporting.”

To add a new item by form

1. From the Tools menu, choose Add Item by Form, and then choose the desired form
from the menu.

2. The Add by Form dialog box appears, listing the fields associated with the form.
3. Inthe Item Text box, type the item you want to add.

4. Customize the fields as desired:
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e To set or change a field value, double-click the field name in the list on the left,
and then enter a value in the field on the right.

 Toreset all values to the default, choose the All Defaults button.

e To exclude the new item from a listed field, highlight the field value, and then
choose the Clear Value button.

5. To add the new item below the selected item in the active view, select the Add To
Active View checkbox.

6. To add the item, do one of the following:

» To add the item and close the dialog box, choose the Add button.

e To add the item and continue adding other items, choose one of the Add &
Continue buttons. You can then add subsequent items equal to or to the right of
the item just added.

Applying Forms to Items

To apply an existing form to existing items, use the Apply Form To Items command.

Because Hanna had an existing list of flagship stores, she applied the Springs form to
these items just to ensure that all of her information was in parallel form.

To apply a form to items

1. Select the item(s) to which you want to apply the form.

2. From the Tools menu, choose Apply Form to Items, and then choose the form you
want to apply.

Apply Form: Springs
Apply form values to all iterns selected in view.
ltermn Text:

o |<multiple itermns selected> Close

Click belowto specify folders & column values for item

Diate dar? change =
Sarnples dand change
Budget 5000
Turnout High Ignore
City don? ohange | All Defaulis
Hosted Bar dont change
Dancers dand change hd :
Hints
Ly} Ly} v

3. Customize the folder list as desired:

* To set or change a field value, double-click the field name in the list on the left,
and then enter a value in the list on the right.
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* To reset all values to the default, choose the All Defaults button.

* To exclude the item text (the selected item in the view) from a listed field,
highlight the folder value, and then choose the Ignore button.

4. Choose the OK button.

Viewing Items by Form

The View Item By Form command lets you examine an item in relation to an existing
form. You can

e See and change the item'’s field values.
* Add or remove the item from a field on the form.

For example, when Petrie’s suddenly decided to cut back its promotions budget for
Mighty Mart in Poughkeepsie, Hanna used the View Items By Form command to view the
information for Mighty Mart, to change the value of Bedgetfield to $1000, and to

exclude clowns from the party details checklist.

Yiew by Form: Springs
Show Form info far itern selected inwview.
lterm Text:

° IMightyMan Close |

Click belawto editfolders & columnvalues for item

A

Date 5-5-97 - Bres | ||z |
Samples Ve

Budget 1000 -
Turnout High Delete ltem |
City Poughkeepsie —

Hosted Bar v Clearvalue |
Dancers v All Defaults |
Clowns

o 0 ), (e |

To view an item’s fields
1. Select the item whose fields you want to view.

From the Tools menu, choose View Item by Form, and then choose the form by
which you want to view the item. The View by Form dialog box appears, listing the
text of the selected item, the folders associated with the form, and the fields.

2. Customize the folder list as desired:

e To set or change a field value, double-click the field name in the list on the left,
and then enter a value in the list on the right.

 Toreset all field values to the default, choose the All Defaults button.
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e To exclude the item text (the selected item in the active view) from a field in the
field list, highlight the field value, and then choose the Clear Value button.

* To delete the item text (the selected item in the active view) from all fields,
choose the Delete Item button.

3. Conclude the changes or proceed:
» If you are done making changes, choose the OK or Done button.

Note: The Done button becomes an OK button if you make changes in the dialog
box.

* To exit the View By Form dialog box without saving changes to the selected
item, choose the Close button.

* To view fields for the previous or next items in the view, choose either the Prev
or the Next button.

Note: If you choose to view fields for another item at this time, you will be unable to
undo the changes you have just made. Close is valid only for the currently
selected item.

4. Repeat Step 3 as desired.

Managing Multiple Forms

With the Manage Forms dialog box you can edit or rename existing forms, delete forms,
reorder forms on the menu, or make forms public.

To manage forms

1. From the Tools menu, choose Manage Forms. The Manage Forms dialog box
appears.

2. Take one or more of the following actions:

» Torename a form, select it, and then type the new name in the Rename box.
* To create a new form, choose the New button.

* To edit a form, select it, and then choose the Edit button.

* To delete forms, select them and then choose the Delete button.

» To reorder forms on the menu, select them, and then choose either the Up button
or the Dn button.

» To make forms public, select them, and then select the Make Public checkbox in
the lower-right corner of the dialog box. For more information, see the chapter
or online help on “File Sharing.”

3.  When you have finished making changes, choose the OK button.
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Chapter 14. Other ECCO Features

At this point, you know how to make full use of ECCO to collect items of information,
cross-reference them, and associate values with them. But perhaps you're worried that
you have too much of a good thing. You need a way to narrow and order the information
you're viewing—a way to focus on a particular situation or set of circumstances.

A filter can help you. By using a filter, you can display only those items that meet certain

search criteria.

You can use filters in a variety of ways, as shown in the following examples.

Let's say you're planning your work week and you want to know which outstanding
issues you need to tackle first. In your Priority column you've added values indicating

the priority of the Tasks folder’s items.

Pop-up values indicate the priority of your tasks

Taszks: 4 Pricrity Cost
O |Tasks
I.] o Check status of new ad campaign High
A o Are photos reacy?
1. o Proofing Medium
2. o Backups? Lowy
E. o MNeed feedback on ad copy High
1. o Lead paragraph too long?
2. o |z copy exciting enough?
3. o, Make changes to docurment
Il o Check figures for ahnual report Higgh
A o July sales $4,000.00
1. o, Compare to previous manth Lowy
2. o, Compare to July 1934 (vl graph) Meddium
3. o Contribution to Girly profits High
E. o 1=t quatter profits $9,500.00
. o Schedule Boeing evernt kickoff meeting Mecddiuim
A, o Prepare preliminary budget Medium $535,000.00
E. o, What we'l heed Loy

You can create a filter to display only those items with a priorityigh.

A filtered view based on the Priority column

Taszks: 4 Priciity Cost
Cofraskd

| o Check status of new ad campaign High
A, g, Are photos ready?
E. o, Meed feedback on ad copy High

Il o Check figures for ahnual report High
A @, July sales $4,000.00
B. o 1stguarter profits $9,500.00
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Or let’s say you're taking a trip to San Francisco and want to print a list of the telephone

numbers of your clients living there.

A PhoneBook view before applying a filter

In the PhoneBook, you could apply a filter to display only those names with a city value
of San Francisco

Slch:l |i| Search I Mext I |{ City - Business
J';D Anather Ajrlines Meswne ark

@ Barnes, Doug Bellevue

{a Bell, Tori Kert

Jfg Cartmack, Theress Eellevue

.fg Cheep Haotels Mational San Francisco
.l';D Coyle, Frank Bellevue

{@ DoukleQak Hatels

San Francisca

@ Exctic Asian Airlines

San Francisca

f\o Fancy Hotels Wiorldwide

Provence Town

{o Gakkes, Jackie ey York
(g, Gibars, Ellie Seattle
J';D Hermanns, Guenther Beaverton

A filtered view based on the City column

Perhaps you're cleaning up your list from the Tasks folder and want to know which ones
are completed. As you've completed tasks, you've added the date to your Completed

column.

tl Search I Mext I

[

City - Buginess

{o Cheep Hotels Mational

San Francisco

{o DaubleCak Hotels

San Francizca

.l"\o Exctic Asian Airlines

San Francizco

Y Y Y Y Y Y
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A Completed column indicating completed tasks

T azks: |1 Completed
[ |Tasks
1.| @ Check figures for annusl report
1. o July sales
1. o Compare to previous manth o
2. o Compare to July 1994 v"

2. o 1=t quarter profits
2. o Check statuz of neww ad campaign
1. o Are photos ready? J
2. o Meed fesdback o ad copy

1. o Lead paragraph too long?

2. o Iz copy exciting enough?

3. o Make changes to docurment

1. o AD_CORY.[DOC (2 MKTG)

3.| o Schedule Boeing event kickaff meeting J
1. o Prepare preliminary bucdget
2. o What we'l need

1. o Results from last year

2. o Ildeas for this year

You can create a filter to display only those items in the Tasks folder that are included in
the Completed column.

A filtered view based on the Completed column

T asks: | 4 | Completed
(Tasks
1.1 @
1. @
1. o Compare to previous month J
2. o Compareto July 1994 o
2| a
1. o Arephotos ready? J
3. o Schedule Boeing evert kickoff meeting o
1. © Prepare preliminary budget
2 o‘u-'\lhat we'll need | Complate:

Creating Filters

You can create a simple filter based on any column displayed in a view (the column must
contain at least one value). You can also select an operator, such as “Has any value” or
“Equals,” that specifies the type of comparison to be made.

For example, if you want a Priority column to display only those items with a low priority
value, in the dialog box you would sel&iority from the list of columns, seleEquals
from the list of operators, and type or selsmiv as the value.
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Create a single column filter

Filter Current View EHE
Show only tems far which:

Choose Column: Operatar: YWalue:

IPriority jIEquaIs j ILDW

¥ Addto menu Name: IPrigrity

Cancel | Advanced... |

To create a simple filter be sure that some values or checkmarks have already been
entered in the column for which you are creating the filter.

1. From the Tools menu, choose Filter view.

A menu of filter commands appear.

2. Choose New.

The Filter Current View dialog box appears.

3. From the Choose Column list, select the column whose values you want to filter.
ECCO includes in the list all columns currently in the active view.

4. From the Operator list, select one of the available operators. The list of available
operators changes according to the column type.

5. Inthe Value box, type the value upon which the filter is to be based or use the default
value. The value must be appropriate for the column type. For example, if the
column type is Number, then the value you enter must be a number.

6. To add the filter name to the Filter View submenu and save it for future use, choose
the Add To Menu option and type a name for the filter.

7. ECCO displays the new filter name on the Filter View submenu. The filter is then
available in any ECCO view as well as from the Find command. For more
information about finding items, see the section on Working With Items and
Formatting in the User’s Guide or in online Help.

8. Choose the OK button.

9. ECCO immediately applies the filter to the view currently active. Only the items
whose values meet the specified criteria are displayed (in addition to those parent
items necessary to provide context, displayed in green). The status bar displays the
message “Filterfiltername”

Note: When you name a filter, it appears as a command on the Filter View submenu
If you want, you can add your new filter to the toolbar. For more information,
see the chapter or online help on “Using the Toolbar.”
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Applying Filters

When you create a filter, the filter is applied immediately to the items in the active view.
ECCO displays only the items whose values meet the specified criteria, along with their
subitems (in a Notepad, parent items necessary to show the context also appear, displayed
in green).

You can apply only one filter at a time to the items displayed in a single view. The filter
remains active until you either choose Ignore Filter from the Filter View submenu, create
a new filter, or apply an existing named filter.

When a filter is active, the status bar displays the message “fiilegname” When you
choose Ignore Filter, the message disappears and all the items in the view reappear.

Note: When a filter is active and you add a new item that does not meet the criteria, the
item is displayed in green until the filter is deactivated.

Applying Filters in the Calendar

The Calendar acts as a kind of date filter in that it displays tickler items and appointments
for only the date, week, or month you choose. However, you might want to further limit
the items displayed in your Calendar. For example, you could filter out all but the “High”
priority items from the view.

Filters applied to the Calendar affect the entire view, not just the date or date range
currently displayed. In the Calendar, only tickler items and appointments that meet the
filter criteria are shown, regardless of whether or not their subitems meet the criteria.

Applying Filters in the PhoneBook

When you initially apply a filter to the PhoneBook, ECCO will display any item in the
PhoneBook that meets the filter criteria. If you click a letter tab, only items that meet the
filter criteriaandbegin with that letter are displayed. When you search for text, the filter
is applied to that search as well. If a name is displayed in the entry form, that name
disappears if it does not meet the filter criteria.

In the PhoneBook, only names that meet the criteria are shown, regardless of whether or
not their subitems meet the filter criteria.

When a filter is active in the PhoneBook and you add a new name, that name appears only
if it meets the filter criteria.
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Applying Filters in a Notepad

When you apply a filter to a Notepad, only those items meeting the filter criteria are
displayed in the view, along with their subitems. If the items are subordinate to items that
do not meet the criteria, the parent items appear as well and are displayed in green (that
is, they appear as context parents). For more information about context parents, see the
chapter or online help on “Folders.”

Using Named Filters

You can name and save for later use any ECCO filter you create. To name a filter, create
a new filter, choose the Add To Menu option in the Filter Current View dialog box (or in
the Create A New Filter dialog box) and type a name for the filter. The filter name
appears on the Filter View submenu, where it is available at any time from any view.

If you name and save a filter, you can:

» Retain the specifications of the filter for future use.

* Add the filter name to the Filter View submenu from which it can be used in any
view.

«  Apply the filter to items in any view.

* Add a toolbar button for the filter. For more information, see the section on Using
the Toolbar in the User’s Guide or in online Help.

If you create a filter but do not name and save it, you can use it only in the current view.
Should you switch to or create another filter, the specifications of the original will
disappear and not be retained by ECCO.

Advanced Filters

You can also create an advanced filter that has multiple sets of criteria. This criteria must
be fulfilled before an item can appear in the filtered view.

For example, let's say you're supervising a team of consultants and want to ensure that
Bob, the new hire, is working on his most important assignments. You could show the
team’s task list in a Notepad and create a filter to display those items that meet two sets of
criteria: items that 1) are in Bob's folder and 2) have a valltgif.
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A filter based on multiple criteria

Create a New Filter 2 x|
Wiew ftems that Match...

[ Bob has ary value 1

and [ Priori

Canceal

Pl el

Add Line...
Modify
Nelete |
Add to filter [ 7] x|
Cormbine Using: @« And  © Or
Columns Yalue
I Friarity (popup) j IEquaIs j IH\gh

Close |

But as Bob has so few high-priority assignments, you decide to display the medium-
priority assignments as well. To do so, you would modify the filter to display items in
Bob’s folder that have a value High or Medium

A filter based on AND and OR criteria

Create a New Filter 2 x|
Yiew ltems that Match..

[ Bob has any value ] K
and Priori equals High

Medium

Cancel

bl el

Add Line. .
hodify
MNalata I
Add to filter H E3
Caornbine Using o And & Qr
Columns Walue
I Friarity (popup) j IEquaIs j IMedium

Close |

By default, ECCO treats subitems of an item that match as a specific line of criteria as
though the subitems meet the criteria as well.

For example, you might want to know which of your daily tasks are still uncompleted.
You have your daily task list in the Tasks Notepad, and as you complete tasks, you add
them to your Done folder.
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In the Create a New Filter dialog box, you could create a filter specifying that the items
displayed are included in the Tasks folder and not included in the Done folder.

Creating a filter based on the Tasks and Done folders

Create a New Filter
Yiew ltems that bMatch...

[ Tasks has ary value 1 [a]4

and [ Done

Cancel

Add Line...

d|id.

bodify
Relete |
Add to filter I E3
Combine Using: @ And 0 Or
Columns YWalue
IDDI’]B (clate) j IHas novwvalue j I

When you apply the filter, only your uncompleted tasks will be displayed in the Tasks
folder.

Note: If you used the Create a New Filter dialog box to create the current filter, when
you subsequently choose New from the Filters menu, ECCO will display the
current filter in the same dialog box. To return to the Filter Current View dialog
box, choose the Simple button.

Creating Advanced Filters

To create an advanced filter, use the Advanced button in the Filter Current View dialog
box.

To create an advanced filter
1. From the Tools menu, choose Filter View, and then choose New.

The Filter Current View dialog box appears.

2. Choose the Advanced button.
The Add To Filter dialog box appears on top of the Create a New Filter dialog box.

3. From the Columns list, select the first column upon which you want to filter.

4. From the Operator list, select one of the available operators (the list of available
operators changes according to the column type).
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10.

In the Value box, type the value on which the filter is to be based or use the default
value.

Choose the Add button.
ECCO adds the first set of criteria to the Create a New Filter dialog box.
Under Combine Using, do one of the following:

» Select theAndoption if you want items to meet all sets of criteria.
»  Select theOr option if you want items to meet only one set of criteria.
* Add a second set of criteria and choose the Add button.

Repeat steps 4 through 6 to add additional sets of criteria. Before each set of criteria,

be sure to select either the And or Or option accordingly.

When you are done specifying sets of criteria, choose the Done button.

ECCO displays the Create a New Filter dialog box in which you can view all the
criteria for the specified filter.

Create a New Filter
“iew [terms that Match. .

[ Bob has any value 1
anl Priori equals High
or Priori quals |

Delete |

I~ Addto menu: MName | Simple |

11. To add the filter to the Filter View submenu, select the Add to Menu checkbox and

then type a name for the filter in the Name box.

12. To modify one of the sets of filter criteria, select that set in the list, and then choose

the Modify button.

13. To delete one of the sets of filter criteria, select that set in the list, and then choose

the Delete button.

14. When you have customized the filter to your satisfaction, choose the OK button.

ECCO immediately applies the filter to the currently active view. Only the items meeting
the criteria specified are displayed. The status bar displays the message “Filter:
filtername”
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Managing Filters

ECCO lets you edit or rename existing named filters, delete named filters, or reorder
named filters on the Filter View submenu. You can perform all these tasks from the
Manage Named Filters dialog box.

To manage named filters

1. From the Tools menu, choose Filter View, and then choose Manage.
2. ECCO displays the Manage Named Filters dialog box.

3. Take one or more of the following actions:

e Torename a filter, select its name from the list box and then change the name in
the Rename text box.

» To create a new filter, choose the New button. The Create a New Filter dialog
box appears in which you can design a new filter.

* To edit afilter, select its name from the list box and then choose the Edit button.
The Edit a Named Filter dialog box appears in which you can make the desired
changes.

* To delete a named filter, select its name from the list box, and then choose the
Delete button. This action deletes the filter from all views.

* To reorder named filters on the Filter View submenu, select the names of the
filter(s) you want to move, and then choose either the Up or Dn reorder button.

4. When you have finished, choose the OK button.

Finding Information with Filters
In addition to using a filter to limit the amount of information displayed, you can use a
filter to find items. For more information about finding items, see the section on Working
with Items and Formatting in the User’s Guide or in online Help.
To find items using a filter
1. From the Edit menu, choose Find.
The Find dialog box appears.
2. Inthe Find box, type the text you want to find.
Or

To use a filter without specifying search text, presothekey to clear the
highlighted text.

3. Choose the Unfold button (>>) to expand the Find dialog box.

The Find dialog box expands, displaying additional options.

Page 224



| (o]

Scope: @ Cumentview " Entira File

batch: o lemtext  © Selected column

 ltem text & column values

Find ltems Matching Filter: I(none) vl

Actions: & Find Mext © Select All in View

" Copyto "Search Results" view: IRepIace vl

4. Inthe Find Items Matching Filter box, select an existing filter, or select the Custom
option and create a filter.

5. Specify additional search options. For more information, see the chapter or online
help on “Working With Items and Formatting.”

Tracking Time and Expenses

Time and Expense Billing gives you an organized way of tracking and calculating your
costs, hours, and expenses. You can

» Set different rates for clients and activities.
» Categorize your expenses for easier bookkeeping.
» Use your billing numbers to track orders and jobs.

*  Quickly calculate billings for a particular client or expenses for a particular a time
period.

Setting Up Time and Expense Billing

The first time you choose Time & Expenses from the Tools menu, ECCO makes some
changes to your ECCO file.

To set up Time and Expense Billing
1. From the Tools menu, choose Time & Expenses.

The Set Up Time Expense Billing dialog box appears.

Page 225



Calculate Time and Expense Billing (2] x|
Calculate expense totals for: Calculate

Al ltems in view

Cancel

© Selected tems only

& lterns matching: Help..
I Date Range:  [4/2/97 Il ta |ar16797
I BilingCode: [

v Expense Type: W

Default Hourly Rate: § |22.ED

(Used far any item that doesn't hawve a rate in the wiew)

el

¥ Add "Totals" line to view (2.g.. for printing)

('ou may delete this item at any time)

2. Choose the OK button. At this time ECCO wiill:

e Create a new Notepad called Time & Expenses.
» Add several new columns and folders to help you track your information.

» Create a new Expense form to facilitate adding new expense-related items.

About the Time & Expenses Notepad

The Time & Expenses notepad comes equipped with a number of columns designed to
streamline the process of tracking your time and expenses:

« Billing Code is used for your existing billing codes. It is a text field, so the code can
be a combination of letters and numbers. You can supply a Billing Code for a parent
item and it will apply to all subordinate items.

» Billable Hours are used to enter hours to be billed that aren’t tracked in the
Phone/Time Log or the Appointments columns. You can specify Billable Hours for
any item that has a Phone/Time Log or Appointment time. In that case, ECCO wiill
use the Billable Hours rather than the actual time logged when calculating Expenses.

» Expense Amountis used to list expenses that are not calculated at an hourly rate.
Examples are the cost of airfare, building materials, or a subcontractor’s services.

« Expense Datas the date on which expense was incurred. ECCO uses this date, the
Phone/Time Log date, or Appointment date when a date range is requested. There is
no need to specify Expense Date for an Appointment or Time Logged item.

» Expense Types a pop-up list used to set up different classifications for tracking
your expenses regarding billing, bookkeeping, and expense reports. Values can be
edited and added at any time.

« Hourly Rate allows you to keep the various rates that you charge at your fingertips.
It is a pop-up list so you can add and edit values at any time. You specify an hourly
rate for an item and that hourly rate will apply to all subordinate items for which
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there are Billable Hours, Time Logged, or Appointment settings, provided that no
other Billing Rate is supplied for those subitems. If this field is left blank, ECCO
will use the default rate specified in the Calculate Time & Expenses dialog box.

The Expenses Due folder can be inserted as a column in other views where billable items
are stored. Once you have done so, you can check that column for any item to have it
appear in the Time & Expense view. You might want to insert that column in your
Calendar, for example, to easily bill expenses on certain appointments. Similarly, you can
drag any item from any view into the Expense Due folder in the Folder window. The item
will be added to the Time & Expense view.

The Phone/Time Log column from the PhoneBook and the Appointments column from
the Calendar are also included since some logged items and appointments might also be
billable items or expenses.

Recording an Expense

There are four basic ways to record an expense:

» Record the expense directly in the Time & Expenses Notepad.

* Choose the Expense form from the Add New Item By Form submenu to add new
expenses from anywhere inside ECCO.

» Use the Phone Dialer or Time Logger to automatically create a logged item as an
expense.

» Use the Expense form from the View Item By Form submenu to specify expenses for
any existing ECCO item (such as an appointment, a logged call, or a task item).

Adding Items to the Time & Expenses Notepad

You can add expense items directly to the Time & Expenses notepad.

To add items to the Time & Expenses notepad

1. Switch to the Time & Expense notepad.
2. Enter the name of the expense as an item.
3. Add the appropriate information to the columns in the view.

If you enter an expense as a subordinate item and if the parent item has a billing code and
an hourly rate, you would not need to supply either of those for the new expense. The
time expense calculation will use those values from the item’s parent if the item itself has
no values.

Note: You canoverridethe Billable Hours or the Expense Amounts for all subordinate
items by entering those directly into a parent item. If you've entered Billable
Hours or Expense Amounts for both a subitem and its parent item, ECCO wiill
alert you when it calculates expenses that only the parent’s value will be used.
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To summarize, if you have hourly rates for both a subitem and its parentrigem,
subitem values will be usedf you have Billable Hourer Expense Amounter
both a subitem and its parent itettme parent values will be used

Adding New Expenses Using the Expense Form

You can use the Add by Form dialog box to add a new item and record expenses for it.

To add expenses using the Expense form

1.

2
3.
4

From the Tools menu, choose Add New Item by Form, and then choose Expense.
The Add By Form: Expense dialog box appears.
In the Item Text box, type a description of the expense.

Customize the fields as desired:

* To set or change a field value, double-click the field name in the list on the left
and then enter a value in the field on the right.

* To reset all values to the default, choose the All Defaults button.

* To exclude the new item from a listed field, highlight the field value and then
choose the Clear Value button.

To add the new item below the selected item in the active view, select the Add To
Active View checkbox.

Choose the Add or the Add as Sub button.
The expense is automatically recorded in the Time & Expenses notepad.

If you choose Add as Sub, the new item will be added as a subordinate item to the
currently selected item. In that case, if the selected item had a billing code and an
hourly rate you would not need to supply either of those to the new expense. The
time expense calculation will use the values from the item’s parent item.

Note: You might want to supply billing codes and hourly rates to your PhoneBook

entries so that all logged phone calls and other expenses can use those values

without requiring re-entry for each new expense.

Using the Time Logger Or Phone Logger

To use the Time or Phone Logger, do the following:

1.

From the Tools menu, choose Time Logger.
Or
From the PhoneBook menu, choose Dial Phone.

The Time Logger dialog box or the Dialer/Call Logger dialog box appears.
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3.
4.
5.

Choose one of the following options to add the logged item:

* Below the selected item
* Tothe Time & Expenses view
» Below the selected item and to the Time & Expenses view

Choose Begin to begin logging
When finished, choose the Close button on the Elapsed Time dialog box.

Record the appropriate information in the Time & Expenses view.

Note: You do not need to enter billable hours or an expense date for Phone/Time

logging. ECCO will use the actual date and time logged for those values. You
may specify billable hours if you wish, in which case ECCO will use the billable
hours you specify rather than the actual time logged.

Using View Items By Form to Specify Expenses

You can use the View By Form dialog box to record expenses for an existing item.

To add expenses using the Expense form

1.

4.

Select any existing item for which you wish to specify expenses (such as an
appointment or task item).

From the Tools menu, choose View Item By Form, and then choose Expenses.
Check the Expenses Due field and fill out all other appropriate fields.

Note: If you're specifying expenses for an appointment, Phone Log, or a Time
Logged item, you do not need to specify a value for Billable Hours or
Expense Date. ECCO uses the actual date and time logged when it calculates
expenses. If you do specify Billable Hours for those items, ECCO uses the
billable hours specified rather than actual logged time. Also note that, if the
item has a parent item with a Billing Rate or Billing Code, you can ignore
those fields and ECCO will calculate expenses using the parent item’s values.

Choose the Done button when you have finished.

Calculating Time and Expense Billing

Time & Expenses is available on the Tools menu from anywhere in ECCO. Selecting this
command will immediately take you to the Time & Expenses notepad and present you
with the Calculate Time and Expense Billing dialog box.

To calculate Time and Expense Billing

1.

From the Tools menu, choose Time & Expenses.

The Calculate Time and Expense Billing dialog box appears.
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2. Under Calculate Expense Totals For, select one of the following:

e To calculate expense totals for all items in the Time & Expenses notepad, select
All ltems Currently Shown In View.

» To calculate expense totals for selected items only, select Selected Items Only.

e To calculate expense totals for all items matching a specific date range, billing
code, or expense category, select Iltems Matching, and then specify the criteria.

If you use a particular hourly rate for most of your billings, you can enter it in
the Default Hourly Rate box.

This rate will be automatically applied to any item that has no specific rate
associated with it or with its parent item.

Note: Specific rates can be applied to an item or its parent item by using either the
Expense form or by entering it directly into the Time & Expenses notepad.

3. To have the total calculated and written to the view, select the Add “Totals” Line To
View check box. This is useful for printing expense reports.

4. Choose the Calculate button.

5. Once the calculation is finished, you can select Done to return to the Time &
Expense notepad.

Or
Select Back to return to the Calculate Time And Expenses Billing dialog box.
Or

Select Print View to display the Print Notepad dialog box. For more information
about printing notepads, see the section on Printing in the User’s Guide or in online
Help.

Launching the Internet

If you have access to the Internet, you can use a World Wide Web (WWW) browser
(such as the WebSurfer in NetManage's Internet Chameleon) and ECCO to go directly to
any FTP or WWW site.

To launch the Internet from ECCO
1. Select an item containing an Internet address, FTP, or World Wide Web site.
Or

Double-click any Internet address description.

2. From the Tools menu, choose Launch Internet.
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The first time you use the feature, the Setup Internet Connectivity dialog box will
appear. Select your browser and provide a path to the program.

After you have setup Internet Connectivity, selecting the Launch Internet option will
open your Web browser.

Note: Try shooting Internet addresses and World Wide Web locations directly into your
ECCO PhoneBook using the Shooter. ECCO'’s auto-assign feature automatically
puts Internet addresses into a folder called Net Location. For more information on
Auto Assignment, see the chapter or online help on “Folders.”

Using the ECCO Internet Address Book

The ECCO Internet Address Book provides a directory of more than 2,000 World Wide
Web sites. The ECCO Internet Address Book is an ECCO file INTERNET.ECO) that
you can use with your favorite Web browser. Double-click an item or use the Launch
Internet feature from the Tools menu to go to an item.

To use the ECCO Internet Address Book
1. Choose the Start button and select Programs from the Start menu.
2. Select NetManage ECCO Pro, then Internet Address Book.

3. Select a Web site and, from the Tools menu, choose Launch Internet.
Or

4. Double-click a Web site’s description.

Page 231



Page 232



Chapter 15. File Sharing

If you're working on a networked system, you can take advantage of ECCO'’s file sharing
capabilities. With file sharing, the dissemination of information is simplified; users are
granted a certain degree of access to a file, and they can easily read, modify, or add
information according to the level of permission they've been granted.

The ECCO Workgroup Directory

The ECCO Workgroup Directoris a network directory that stores shared ECCO files.
All ECCO users who have access to this directory can access shared files.

Note: Your ECCO user identification is based on your mail system address (user name
and password). As a result, anyone who knows your user name and password has
complete access to information in your shared files. NetManage recommends that
you follow standard security procedures to protect the data in your ECCO files.

Connecting to the ECCO Workgroup Directory

Before you can share files or access shared files, your computer must be connected to the
ECCO Workgroup Directory.

To create and connect to a new ECCO Workgroup Directory

1. Create an empty directory on the network. This directory needs to be in a commonly
accessible location to all users who will connect to the workgroup and that provides
file read and write access privileges to each user.

2. From the File menu, choose Workgroup Settings.

ECCO displays the Workgroup Settings wizard. This wizard will help you quickly
and easily connect to an ECCO Workgroup Directory. Choose the Next button to
proceed.

3. Inthe mail client list box, select the mail client installed on your computer.

4. You can also choose to have ECCO login to mail upon startup by checking the Login
to mail when ECCO starts checkbox. If you leave the checkbox blank, ECCO wiill
not login to your mail client until group scheduling functions occur. Choose the Next
button to proceed.

5.  You are now presented the option to connect to an existing ECCO Workgroup
Directory. To create the ECCO Workgroup Directory select Yes, then choose the
Next button.
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6. To complete the process of creating an ECCO Workgroup Directory, type a
description up to 60 characters that others will see when connecting.

7. In the Workgroup Path text box, type the path to the directory on the network or use
the Browse button to select the directory. Choose the Next button to continue.

Note: Consult your network administrator for assistance. In addition, when creating
ECCO Workgroup Directories through this wizard, all users must have the
identical drive mapping to the network directory.

8. Choose the Finish button to complete your connection to the ECCO Workgroup
Directory.

To connect to an existing ECCO Workgroup Directory
1. From the File menu, choose Workgroup Settings.

ECCO displays the Workgroup Settings wizard. This wizard will help you quickly
and easily connect to an ECCO Workgroup Directory. Choose the Next button to
proceed.

2. In the mail client list box, select the mail client installed on your computer.

3. You can also choose to have ECCO login to mail upon startup by checking the Login
to mail when ECCO starts checkbox. If you leave the checkbox blank, ECCO wiill
not login to your mail client until group scheduling functions occur. Choose the Next
button to proceed.

4. You are now presented the option to connect to an existing ECCO Workgroup
Directory. To connect to an existing ECCO Workgroup Directory select No, then
choose the Next button.

5. Select Yes for Configuring ECCO for Connecting to an ECCO Scheduling Server
only if you will be performing group scheduling via TCP/IP servers. Otherwise,
leave the default of No, and choose the Next button to proceed.

6. If you chose Yes for ECCO scheduling server, the wizard will request the server
name—either the name or IP address is acceptable. Enter the information in the
Server Name field.

If you chose No for ECCO scheduling server, the wizard will request the path to an
ECCO Workgroup Directory. Enter the path or choose the Browse button to search
and select the directory.

Note: You may want to consult your network administrator for scheduling server or
ECCO Workgroup Directory information.

7. Choose the Next button to proceed, and then choose the Finish button to complete
your connection to the ECCO Workgroup Directory.
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Note: You need to connect to an ECCO Workgroup Directory only once unless you
move to a different group or server. If your duties change or if you transfer to
another department within your organization, you may need to change ECCO
Workgroup Directories. See your network administrator for detalils.

You can now share your group files—Calendar, PhoneBook, and Notepads—with other
ECCO users who have both access to this ECCO Workgroup Directory and access
privileges to the shared file.

Sharing ECCO Files
There are two types of shared ECCO files:

* TheMain Calendar and PhoneBook file ECCO uses the information in this file to
determine your schedule availability. This file also logs you in to the ECCO user
database and sets up a name to allow others to give you access privileges to their own
ECCO files.

e Other shared files These are primarily data files that contain task or project
information.

Note: If you try to share a file before you have established workgroup connections,
you'll see a dialog box that informs you E-mail Service Not Found. Refer to the
above section on Connecting to the ECCO Workgroup Directory for assistance.

To share an ECCO file

1. From the File menu, choose Share.

ECCO displays the Workgroup Settings wizard. This wizard will guide you through
the steps required to share your file. Choose the Next button to proceed.

2. The wizard presents you with three options:

» Select the My calendar for group scheduling option if the file contains your
primary Calendar and PhoneBook.

» Select Another Shared File if the file does not contain your main Calendar and
PhoneBook.

» Select A Meeting Resource if you are making modifications to a existing
Meeting Resource. For more information on Meeting Resources, see the section
on Creating Meeting Resources in the User’s Guide or in online Help.

3. Select the ECCO Workgroup Directory from the Share in Workgroup list box.
Choose the Next button to proceed.
To share your Main Calendar File

1. If you choose the My calendar for group scheduling option you will be asked to
select how much information from your file will be available to other users. Make a
selection and then choose the Next button.
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« Available times onlyallows other users to see if you are available. Other users
can’t see any additional information about your schedule, such as description of
appointments. They also do not have access to any of your PhoneBook or
Notepad views.

» Appointments and timesallows other users to view your Calendar and see
detailed information about your schedule, such as a description of appointments
on your calendar.

e Custom options for sharing PhoneBook and notepad viewalows you to
assign default access privileges or by user for all areas of your ECCO file,
including the ability to add, modify, and delete items.

2. Select whether to designate an administrative assistant to help you manage your
schedule. The administrative assistant will receive your group scheduling requests
and can respond to or initiative scheduling actions on your behalf. Choose the Next
button to proceed.

3. If you chose to use an Administrative Assistant, the wizard will display a list box of
the available ECCO Workgroup Directories and the users in each one. Select the
user to designate as your administrative assistant. Choose the Next button to
continue.

4. If you chose Custom options for Sharing PhoneBook and Notepad views the File
Sharing wizard will display options for the degree of access that others will have to
the file. For more information on access privileges see the following section
Granting Access Privileges. Choose the Next button to proceed.

5. The File Sharing wizard will display the file name that will appear to other users.
Choose the Finish button.

To share as Another Shared File

1. If you chose the Another Shared File option you will be asked for a description for
the file. This is the description other users will see when they choose the Open
Shared File command from the File menu. Choose the Next button to proceed.

2. Select how much information from the file will be available to other users. Selecting
the Custom option will allow you to assign access privileges by user. Choose the
Next button to proceed.

e See information onlypermits any changes or manipulations to how the ECCO
views are displayed.

e Change information allows users to modify information contained in the file.

¢ Customize views and informationallows users to customize views with the
ECCO file.

e Customallows you to assign default access privileges or by user for all areas of
the ECCO file.
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3. Select the public status of existing notepads in the file you are sharing. You can

choose to share all existing notepads, or reserve the right to do so at a later time.

Choose the Next button to proceed.

4. If you chose Custom options for Allow Others To, the File Sharing wizard will
display options for the degree of access that others have to the file. For more
information on access privileges see the following section Granting Access
Privileges. Choose the Next button to proceed.

5. The File Sharing wizard will display the file name that will appear to other users.
Choose the Finish button.

Shared Files and the ECCO Workgroup Directory
For each file that is shared, two files (*.ECG and *.ECB) are created in the ECCO

Workgroup Directory. A third file (*.ECC) is created when you grant access privileges.

» The Master File (ECG) This file lists access privileges of (and user changes to) the

shared file and the master log of changes.

* The ECCO Group OLE Object File (.ECB) This file contains all OLE objects
embedded in the shared file.

e The Common ECCO File (.ECC)This file contains saved Calendar, PhoneBook,
and Notepad information associated with the file. If the shared file is the Main

Calendar and PhoneBook file, its file name is based on your mail user identification
(usernameeCC). If the shared file is of the other type, its file name is based upon

the public file description entered in the File Sharing & Access Privileges dialog box.

For example, if you typed “Policy Notes” in the File Sharing & Access Privileges
dialog box, ECCO would save your file as POLICYNO.ECC.

Granting Access Privileges

For each file you share, you must specify the degree of access that others can have to it:

* Noneprevents others from having access.

e Seegrants read-only privileges.

* Add allows others to add information to the file.

* Modify allows others to modify information in the file.

To grant access privileges

1. From the File menu, choose Share. Refer to the prior section on how to share an

ECCO file for using the File Sharing wizard.
The File Sharing privileges dialog box appears.
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File Sharing
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The access privileges dialog box is displayed during the File Sharing wizard by
choosing the Custom option.

As desired, modify the names on the file-access list, or change privileges for those
already there and choose OK.

For detailed information on modifying file-access lists and privileges, see the
descriptions below.

Note: Unless you grant specific access privileges for each user, all users with access to

the ECCO Workgroup Directory will have default privileges for shared files.

To add names to a file-access list

1.

2.

3.

Choose the Add button under Access Privileges.

The Choose Users, Groups, and Resources dialog box appears.

Choose Users, Groups, and Resources [ 7] x]
Scheduling Address Book: Access List
INME-OPS 13/ Admin/CustSerMktg/Sales j
[Earbara Johnson =
Becilanglo Cancal
Boh Perez
Bruce Keewver
Dawe Chubirka
Dave Cotter
Dennis J. Srmith >
Dick De Soto
Doug Bames << Ot
Doug Rice
Emie Francel
Laurie Dennison
Michael Brancheau
[l
Mail Address Book Clear List
Groups.

Select the users who will be authorized to access the file. To create a group of users
under one name, choose the Groups button and complete the Edit Groups dialog box.

Choose OK.
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To grant access privileges for each user

1. Select the user name in the Access For list box and choose the down arrow beside the
view's privileges you want to modify.

2. Select the appropriate privilege for the selected user. Repeat this step for all views
you want to change. (You must repeat this process for all users listed in the Access
For box.)

To specify default access privileges for a view

1. Select Default Privileges in the Access For list box.

2. Choose the Down arrow beside the view you want to change.
3. Choose the desired privilege for the view.

4. Choose OK to save your settings.

Note: You can also grant administrative assistant privileges for your main Calendar and
PhoneBook file to another user. For more information, see the chapter or online
help on “Group Scheduling.”

These default privileges will be in effect for any unregistered user who tries to access
your file or when you add new users to a file’s access privilegedJigegistered users

are users who are connected to your workgroup directory but are not specifically named
in your access privileges list, or, they are named in your list but have not yet connected to
your ECCO Workgroup Directory.

Using Passwords to Protect ECCO Files

By adding passwords, you can protect the information in your private .ECO files.

Note: If you forget the password, you will not be able to open your file. There is no
“backdoor” method of accessing the file.

To add or change a password
1. From the File menu, choose Properties.

The File Properties property sheet appears.

2. Select the Password tab. In the Old Password text box, type your old password and
pressTAB. If you have not previously set up a password for this file, leave this box
blank.

For maximum security, ECCO does not display the characters as you type; an
asterisk (*) appears for each character.

3. Inthe New Password text box, type your new password andTpeess

4. Verify your new password by typing it again in the Confirm Password text box.

Page 239



5. Choose the OK button.

If your second attempt to type the new password does not match the first, ECCO
displays an error message in the bottom portion of the dialog box.

Your new password is saved with your .ECO file. You will be required to use it the next
time you open the file. You must give the password to anyone using a shared copy of
your file.

Note: Each file can have its own password. Passwords are case sensitive.

To delete an existing password
1. From the File menu, choose Properties.

The File Properties property sheet appears.

2. Select the Password tab. In the Old Password text box, type your old password,
leaving the new password text boxes empty.

For maximum security, ECCO does not display the characters as you type; an
asterisk (*) appears for each character.

3. Choose the OK button.

Working with Shared Files

Depending upon the access privileges you have been granted for a file, you can add,
modify, and delete appointments, meetings, notes, and outlines.

With sufficient privileges you can also modify folders, columns, and forms.

To open a shared file
1. From the File menu, choose Open Shared.

The Open Shared ECCO File dialog box appears.

2. Under File Type, select either Main Calendar, PhoneBook, etc. of individual users or
Other Shared Files.

3. Select the ECCO Workgroup Directory from the list box for the workgroup you want
to view.

4. Under File Description, select the file that you want to open.

When you open a shared file, you can also create your own private folders, columns,
and views. Select the Let Me Create Private Columns and Folders option to keep a
local copy of the shared file.

5. Choose OK to open the shared file.
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ECCO verifies that you have appropriate privileges for that file and then displays the
Calendar with the authorized information.

When you no longer need access to the file, you can disconnect from it.

Disconnecting from a Shared File

The time will come (for example, if you complete work on a specific project or if you
transfer to another department) when you will want to disconnect from a shared file. You
must then decide whether to maintain public information in your private file.

To disconnect from a shared file
1. From the File menu, Properties.

The Open Shared ECCO File dialog box appears.
2. On the Connection Status tab choose the Disconnect button.

3. Choose the Disconnect button.

Deleting a Shared File
To delete a shared file
1. Open the local file.

2. From the File menu, choose Properties.

The Open Shared ECCO File dialog box appears.
3. On the Connection Status tab choose the Disconnect button.
4. Choose the Disconnect button.

5. Use Windows Explorer or File Manager to delete the local file (*.ECO), the master
file (*.ECG), the graphics file (*.ECB), and the common ECCO file (*.ECC). All
private and shared information will be deleted. You cannot undo this step.

Working with Shared Views and Items

When a view is shared, so are its items, filters, folders, label styles, and columns.

How to Identify a Shared Item

Shared items are distinguished by a yellow, marked bullet; shared folders are
distinguished by a mark in the upper-left corner of a yellow folder icon (shared menu
items, filters, outlines, label styles, and so forth, are distinguished by an asterisk [*] next
to their name).
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Sharing ECCO Notepads

To make a Notepad public, you must explicitly share it.

To share a Notepad

1. Switch to the Notepad you want to share.

2. From the View menu, choose Make Public. A share mark appears inside a yellow
item bullet for each item in the view, which indicates that the item is public.

To make an item private

If there are a few items you would like to keep private in a folder you have shared, you
can make those items private. Private items are indicated by a blue item bullet.

1. Select any shared item.
2. From the Item menu, choose Make Item Private.
Note: To quickly mark an item private, select the item and click the right mouse button.

From the pop-up menu, select Make Item Private.

Shared Items and Context Parents

When you add a subitem to a public folder, only that subitem goes into the folder.
However, the items directly above the subitem cihretext parentsappear in the files of
all users to provide the necessary context.

Changing Shared Items

Anyone with access privileges that permit modification can change a shared item.
To change shared items

1. Select the item you want to change.

2. Make the desired changes.

Changes appear immediately throughout the file and in all open copies of the file.

Sharing Folders

When you share a folder, the items in the folder become available to other users. Any

item added to a public folder also becomes public. For more information, see the chapter

or online help on “Folders.”

You can share a folder by adding it to a public view or by using the Folder menu in the
folder window. Folder sharing is not a reversible process—shared folders must remain
public unless the file is disconnected.
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To share folders

1. From the Folder menu, choose Edit Folders, and then select the folder you want to
share.

2. From the Folder menu, choose Make Public.

A share mark appears inside the folder icon, and its color changes to yellow. All
items in the folder (or added to this folder) will be public.

Viewing the Contents of a Shared Folder
You can display a shared folder’s contents in the Scratch notepad.
To view the contents of a shared folder

1. From the View menu, choose Folder Window.

The Folder window appears.

2. Double-click the folder icon you want to see.

The Scratch notepad appears and displays the contents of the selected folder.

Sharing Columns

When you share a view, its columns become public. Once the view has been made
public, any ECCO user can add private columns. For more information about columns,
see the section on Columns and Values in the User’s Guide or in online Help.

Note: Before you can share a column, you must first make public the view in which it
appears.

To share a column
1. Select a cell in the column you want to share.
2. From the Column menu, choose Make Public.

To add a private column to a public view

1. Select a cell in any column or click any column heading in the Column pane. You
can select a cell using either the mouse or the arrow keys.

2. From the Column menu, choose Insert Column, and then choose a column type from
the menu.

3. Inthe Column Heading dialog box, supply a name for the column.

4. Choose the OK button.

The New Column dialog box appears, in which you can specify whether you want the
new column to be public or private.
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5. Choose the Private button. ECCO inserts a new, private column in the view.

Note: This will create a local copy of the shared file if one does not already exist.

Sharing Forms
To share a form, do the following:
1. From the Tools menu, choose Manage Forms.

The Manage Forms dialog box appears.
2. Inthe list of forms, select the form you want to share.
3. Select the Make Public check box.

4. Choose the OK button.

This form will appear on the various forms menus when other users open your shared
file.
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Chapter 16. Group Scheduling

It's easy to schedule meetings with anyone on your network using the group scheduling
feature in ECCO. Using this feature, you can:

« Determine the availability of other ECCO users and schedule meetings accordingly.
e Send meeting mail.

« Add outline notes to a meeting description.

* Change the time, date, or duration of meetings.

» Cancel or reschedule meetings.

* Respond to meeting request.

» Delegate another user to attend a meeting on your behalf.

* Decline an invitation.

* Invite others to a meeting.

Scheduling Meetings

In ECCO, the user scheduling the meeting is calledhitiator; users selected to attend
the meeting are callesttendees Before you can schedule a group meeting, you must
connect to an ECCO Workgroup Directory and share your ECCO file to make your
Calendar available to others. For more information, see the chapter or online help on
“File Sharing.”

To schedule a meeting

To schedule a group meeting, you must first open the Calendar. Then follow these steps:

1. From the Calendar menu, choose Add Group Meeting.

The Schedule Group Meeting dialog box appears.
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Schedule Group Meeting HE

Meeting Subject Duration :
- .
|C0mpany Fichic I Jhrs 30 ming H
=N
‘ Sun 5/11/97 at 1:00p - 4:30p & Recurring Meeting
Fr|Sa|Su Mo Tu [We[Th[ Fr [ Sa[5u Mo TE Mesting Attendess & Resources |
@S9 1011 (1213 141518 |17 |16 [13 |2
7 s Bruce Keever =
g Susan Atherly
] ScottWedel
10 Sheila Suggs
1 Dennis J. Smith
12 Chris Mahnken
] Dave Chubirka
2 MNorma Mekinney
3 I Terry Jeske
i Keith Thibodeaux
Doug Rice
5 Fiod Clawson
6 Dave Cother —
i Etnie Francel =
] - e e
KN 1 _'l—l *Double click name to make optional *

W Shaow availability for all Attendees & Resources

‘Search.FrUm IE;’E\I’Q? H <Find | -5 | *5 | Find > SEﬂI’ChL\mI(S.I?.UUﬂ’EUUp :

Free Time: 13 hrs 00 mins before, 7 hrs 30 mins after ™ Exclude Weekends
Fersonal Conflict: NOMNE Group Calendar

If you want to make recurrences of this meeting choose the Recurring Meeting button
and select the desired frequency.

2. Choose the Attendees & Resources button to select meeting attendees.

ECCO displays the Choose Users, Groups, and Resources dialog box.

3. Select the attendees for the meeting. If you have access to multiple ECCO
Workgroups, you can select the workgroup in the Scheduling Address Book list box.

Note: Attendees are “Required” by default. To designate attendees as “Optional,”
double-click the users’ names in the Schedule Group Meeting dialog box.

ECCO displays the schedule availability in the time grid:

Color Indicates

Blue Proposed meeting

Red Schedule conflict (attendees with conflicts have an X next to their
names)

Green Initiator's appointments

Dark Gray Required Attendees’ appointments

Light Gray Optional Attendees’ appointments

4. Take one of the following actions:

« If schedule conflicts exist, select a new date and time by either clicking on them
or by using the Search buttons.
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5.

« If no schedule conflicts exist, choose OK. The Send Meeting Request dialog
box appears.

Type additional meeting message information, and then choose Send.

To make an appointment into a group meeting

1.

Open the Date Settings dialog box by clicking the appointment time of the
appointment you want to change.

Choose the Group button in the Date Settings dialog box.

Choose the Make Group Meeting command.

ECCO displays the Change Appointment to Group Meeting dialog box. Follow steps
2 through 5 under “To Schedule a Meeting,” above.

Selecting Meeting Attendees

Use the Choose Users, Groups, and Resources dialog box to select meeting attendees.
You can invite other ECCO users who share the same ECCO Workgroup Directory, users
of other connected ECCO Workgroup Directories, and anyone listed in your mail post
office.

To select meeting attendees

1.

Choose the Attendees & Resources button in the Schedule Group Meeting dialog
box.

ECCO displays the Choose Users, Groups, and Resources dialog box.

Select any user in the Scheduling Address Book list by clicking on the user's name.
To select multiple users, click while holding down #grerT key (for sequential
names) or theTrL key (for non-sequential names).

To view users in other connected ECCO Workgroup Directories choose the down
arrow button to the right of the Workgroup name list box and select the other
connected workgroup user listing you want.

Choose Mail Address Book to invite users who are not in the Scheduling Address
Book list. This command uses the addressing services of your electronic mail
program. You can send meeting invitations to anyone in your network post office.

Choose the right arrow button to add the selected users to the Meeting Attendees list.

When you have selected all the attendees for your meeting, choose the OK button.

ECCO checks the availability database and then displays meeting availability for
meeting attendees who are connected to the same or a connected ECCO Workgroup
Directory as your main file.

Note: You can quickly add users to the Meeting Attendees list by double-clicking the

name.
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Creating a Meeting Attendee Group

If you frequently invite the same people to group meetings, you'll find it more efficient to
create aneeting attendee grougr alias that organizes groups of users under a single
name. For example, the “Interns” meeting attendee group contains the names of all 25
college students working at the Daily Bugle newspaper. When the managing editor needs
to schedule a meeting, she invites the Interns meeting attendee group and thereby avoids
having to individually invite the 25 people who make up the group.

Meeting attendee groups are easy to identify — they’re preceded by x smihie
Scheduling Address Book list box.

Note: Any users sharing the ECCO Workgroup Directory can create, modify, and delete

meeting attendee groups.

To create a meeting attendee group

A meeting attendee group can include 1) other ECCO users who share the same ECCO
Workgroup Directory 2) other ECCO users who are in connected ECCO Workgroup
Directories and 3) external users (anyone who is in your e-mail post office address list).

1. From the Calendar menu, choose Add Group Meeting.

The Schedule Group Meeting dialog box appears.

2. Choose the Attendees & Resources button.

The Choose Users, Groups, and Resources dialog box appears.

3. Choose the Groups button in the Choose Users, Groups, and Resources dialog box.

The Edit Groups dialog box appears.

4. Choose the New button.

The Edit Groups dialog box appears.

Edit Group

Renarme Group: ICustUmer Service

Scheduling Address Book:

Barbara Johnson
BeciLanglo
Bob Perez
Bruce Keewver
Dawve Chubirka
Dave Cotter
Dennis J. Smith
Dennis Smith
Dick DeSato
Doug Barmes
Doug Rice

Mail address hook..

Group Members

Cancel |

Barbara Johnson
Beci Langlo
Dennis J. Smith
Dioug Rice

Emie Francel
Laurie Dennison
Fean Andersan
Tony Schroeder

Clear List
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5.

In the Rename Group text box, type a name that will allow you, and other users
sharing your ECCO Workgroup Directory, to identify the meeting attendees for that

group.

Select users for your new group by clicking on names in the Scheduling Address
Book. You must select at least one user for a group.

Choose the right arrow button (labeled “In”) to add the selected users to the Group
Members list.

Note: You can quickly add users to the Group Members list by double-clicking the

name.

When you have finished selecting members for the group, choose the OK button.

ECCO displays your new meeting attendees group in the Edit Groups dialog box.
Choose the OK button.

Your new meeting attendee group is created and appears in the Scheduling Address
Book list box. Each time this group is selected to attend a meeting, ECCO
automatically checks schedule availability for each individual in the group.

Modifying a Meeting Attendee Group

From time to time, you might want to change the name of a meeting attendee group or add
or remove individuals from your group.

To change a meeting attendee group

1.

From the Calendar menu, choose Add Group Meeting.

The Schedule Group Meeting dialog box appear.

Choose the Attendees & Resources button.

The Choose Users, Groups, and Resources dialog box appears.

Choose the Group button in the Choose Users, Groups, and Resources dialog box.
The Edit Groups dialog box appears.

Select the group you want to edit, and then choose the Edit button.
The Edit Group dialog box appears.
Take one or more of the following actions to modify your group attendee list:

e To change the name of the group, type a new name in the Rename text box.

* To add another user, click on the user’'s name in the Scheduling Address Book
list, then choose the In button to add the selected user to the Group Members list.
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e Toremove a user, double-click on the user's name in the Group Members list
box, or select the name and then press the Out button. You cannot remove all
users from a group.

6. When you are through changing your group, choose the OK button.
ECCO displays the modified group in the Edit Groups dialog box.

7. Choose the OK button.

Sending Meeting Mall

ECCO uses electronic mail to send meeting notices between meeting initiators and
attendeesMeeting mailis automatically generated when you schedule a meeting, cancel

a meeting, or respond to a meeting request. You can display a list of your meeting mail in
a Mail window at the bottom of the ECCO program window.

To send meeting mail

1. Go to the meeting date and time in the Calendar.

2. Inthe Appointment section, click on the meeting time.
The Review Meeting dialog box appears.

3. Choose Send Mail.

ECCO opens a Send Meeting Notes dialog box. ECCO completes the message
header section for you by using information stored in the meeting database. ECCO
also includes any notes in your Calendar, such as meeting agenda, meeting minutes,
and so forth.

4. Type your message text, or edit the existing text.
5. Choose Send to send your message to the addressees listed on the To line.

Note: For some meetings, a description of just a few words might be adequate. For
others, you might want to include additional background information, such as a
meeting agenda, in the form of outline notes.

Rescheduling a Meeting

You can change the scheduled time or date of a meeting by:

« using the Review Meetings dialog box
» dragging the Busybar block to another time or date
« dragging the meeting to another time or date

To reschedule with the Review Meetings dialog box

1. Select the meeting that you want to reschedule.
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If necessary, use the Navigator to switch to the meeting date and time in the
Calendar.

2. In the Appointment section, click on the meeting time.

The Review Meeting dialog box appears.

3. Inthe Review Meeting dialog box, choose Reschedule.

The Reschedule Group Meeting dialog box appears.

4. Select a new date and time for the meeting by clicking on a new date and time in the
time grid or by using the Search arrows. ECCO automatically checks the Availability
Database and displays the scheduled meetings for attendees in the time grid.

5. Take one of the following actions:

« If there are schedule conflicts, use the Search From and Mini-Navigator buttons
to select another date and time for the meeting.

» If there are no schedule conflicts, choose OK. ECCO will open the Send
Meeting Request dialog box.

6. Choose Send to send the new meeting request message.

Note: When a meeting is rescheduled, the status of each attendee isrstgc¢med
Each user can then accept or decline the new meeting date.
To reschedule with the Busybar or item bullet

You can drag a meeting’s Busybar block or item bullet to any time or date that appears in
the appointment section of the Calendar.

1. Point to the middle portion of the Busybar block for the meeting and hold down the
mouse button.

Or

Point to the item bullet (to the left of the meeting text) and hold down the mouse
button.

The pointer changes to a four-headed arrow. If you're dragging the Busybar block, a
box displays the meeting time as you drag.

2. Drag the meeting to a new time or date.

ECCO indicates any conflicts with a red-and-white striped pattern in the Busybar
block.

The Change Meeting Appointments dialog box appears.

3. Choose OK to confirm the change.
The Send Meeting Request dialog box appears.
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4. If desired, type in an explanation for the changes.

5. Choose Send to notify the attendees of the change in meeting time.

Changing Meeting Duration

To change the duration of a meeting, use the Busybar or the Reschedule Group Meeting
dialog box.

To change meeting duration

1. Select the Busybar block for the meeting whose duration you want to change.
ECCO displays an arrow at both ends of the bar.

2. Drag either arrow to the appropriate beginning or ending time.

ECCO displays the new meeting time in 15-minute increments as you drag.

3. Release the mouse button when the appropriate time is displayed.

Note: You can also select the meeting text and press the meeting edit box you can
enter or change dates and times from the keyboard. Click the down arrow or press
theINSERTkey to display the Review Meeting dialog box.

Reviewing and Changing Attendee Status

Once your group meeting is scheduled, you can quickly review and change attendee
status. This option is particularly useful when you schedule meetings with non-ECCO
users. For example, since ECCO is compatible with most popular electronic mail
programs, you can send meeting invitations to non-ECCO users who are connected to
your e-mail network.

To change attendee status

1. Inthe Calendar, select the meeting, and then click on the meeting time to the left of
the meeting description.

The Review Meeting (Initiator) dialog box appears.

2. Inthe Attendees list, select the name of the user for whom you want to change
attendee status.

3. Choose the Status button.

The Attendee Status dialog box appears.
4. Select the new status option for the attendee.
5. Choose OK.

ECCO automatically updates the meeting database with this information.
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To uninvite an attendee

1.

4.
5.

In the Calendar, select the meeting, and then click on the meeting time to the left of
the meeting description.

The Review Meeting (Initiator) dialog box appears.
In the Attendees list, select the name of the user for whom you want to un-invite.

Choose the Status button.

The Attendee Status dialog box appears.
Choose the Un-Invite User button.

Choose OK.

ECCO automatically updates the meeting database with this information.

Canceling Meetings

Only initiators (and administrative assistants of initiators) can cancel meetings.

To cancel a meeting

1.

In the Calendar, click on a meeting for which you are the initiator. The Review
Meeting Dialog appears.

Choose the Delete Mtg. button.

A dialog box appears, asking you to confirm your actions.

Choose OK

The Send Cancellation dialog box appears.

If desired, type in a reason for the cancellation. Then choose Send.
Or

In the Calendar, select a meeting.

From the Edit menu, choose Delete ltems.

A dialog box appears, asking you to confirm your actions.

Choose OK.

The Send Cancellation dialog box appears.

If desired, type in a reason for the cancellation. Then choose Send.
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Checking Group Calendars

If you want to check the schedules of others, it's easy to do so using the Show Group
Calendar command.

To check group calendars

1. From the Calendar menu, choose Show Group Calendar.

The Choose Users, Groups And Resources dialog box appears.

2. Add one or more names as meeting attendees, and choose OK.

You can select ECCO users from other connected ECCO Workgroup Directories by
pressing the down arrow button to the right of the workgroup name field and
selecting the desired ECCO Workgroup Directory.

The week’s summary view appears, showing the calendars of all attendees (the
information can also be shown in month summary).

Responding to Meeting Requests

Reading Meeting Mall

To view the Meeting Mail window, from the View menu, choose Meeting Mail. To hide
the Meeting Mail window, choose the Close button, which is located in the upper-left
corner of the Meeting Mail window.

To read meeting mail

Once the Meeting Mail window is visible, use one of the following procedures to read
meeting mail:

* Select the message in the message pane of the Meeting Mail window, and choose
Read Mail.

The Meeting Message dialog box appears.

« Double-click the message in the message pane of the Meeting Mail window.
The Meeting Message dialog box appears.

» Select the message in the message pane of the Meeting Mail window, and choose
Find Meeting.

The meeting date and time appears in your Calendar.

Then choose Read Mail. The Meeting Message dialog box appears.
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Reviewing Your Schedule before Responding to a
Meeting Request

ECCO makes it easy to double-check your existing commitments for the day of a
requested meeting.

To review your schedule
1. Inthe meeting message window, select the Meeting Request message.
2. Choose Find Meeting to locate the date and time the meeting is scheduled to occur.

ECCO displays the meeting date in your Calendar and selects the time for the subject
meeting.

Accepting, Declining, or Delegating a Meeting
Request

Attendees receive a Meeting Request message whenever a meeting is scheduled. They can
accept, decline, or delegate the meeting to someone else.

* When an attendee accepts a Meeting Request message, ECCO adds the meeting to
the Calendar in the user’'s main ECCO file that contains the Calendar and
PhoneBook.

« If the Show On Calendar If Declined Or Delegated option is selected, the meeting is
addedin gray textto the Calendar if the user declines the meeting request.

To accept or decline a meeting request
1. Inthe meeting message window, select the Meeting Request message.
2. Choose Read Mail to open and read the meeting request message.

Or

Double-click on the Meeting Request message to open the message. The Meeting
Request message appears.

3. Inthe Meeting Request dialog box, choose Accept or Decline.

ECCO prepares the appropriate meeting response message.

4. To include additional information with your response, type the information in the text
area of the message form. Then choose Send to transmit the message.

To appoint a delegate
1. Inthe Meeting Request dialog box, choose Delegate.

The Choose Users, Groups, and Resources dialog box appears.
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2. Select the name of the delegate.

You can select ECCO users from other connected ECCO Workgroup Directories by
pressing the down arrow button to the right of the workgroup name field and
selecting the desired ECCO Workgroup Directory.

3. Choose OK. ECCO displays a Send Delegation request message addressed to the
delegate, with a courtesy copy addressed to the initiator.

4. Choose Send in the Meeting Request dialog box.

When the delegate accepts or declines the meeting invitation, ECCO sends a courtesy
copy of the meeting response to the delegator.

Note: If you choose to send a delegate, ECCO keeps you informed by sending courtesy
copies of all messages that pertain to the meeting.

Inviting Additional Attendees

Attendees can invite others from the Meeting Request dialog box or from the Calendar.

To invite from the Meeting Request dialog box
1. Inthe Meeting Request dialog box, choose Invite.

The Choose Users, Groups, and Resources dialog box appears.
2. Select the names of the desired attendees.

You can select ECCO users from other connected ECCO Workgroup Directories by
pressing the down arrow button to the right of the workgroup name field and
selecting the desired ECCO Workgroup Directory.

3. Choose OK.

ECCO displays a Send Invitation request message, with a courtesy copy addressed to
the initiator.

4. Choose Send in the Send Invitation dialog box.
To invite from the Calendar
1. Use the Navigator to switch to the meeting date and time in the Calendar.

2. Inthe Appointment section, click on the meeting time.

The Review Meeting dialog box appears.

3. Choose Invite.

The Choose Users, Groups, and Resources dialog box appears.

4. Select additional invitees that you want to attend the meeting.
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You can select ECCO users from other connected ECCO Workgroup Directories by
pressing the down arrow button to the right of the workgroup name field and
selecting the desired ECCO Workgroup Directory.

5. Choose OK in the Choose Users, Groups, And Resources dialog box.

ECCO displays a Send Invitation meeting request dialog box addressed to your
guests, with a courtesy copy addressed to the initiator.

6. Choose Send in the Meeting Request dialog box.

Declining after Accepting

Even after you've accepted a meeting invitation, you or your administrative assistant can
subsequently decline it.

To decline after accepting
1. Inthe Calendar, click on the time of a meeting.

The Review Meeting Dialog appears.

2. Choose Decline.

The Send Decline dialog box appears.
3. If desired, provide a reason for declining.

4. Choose Send.
Or

5. Inthe Calendar, select a meeting.
6. From the Edit Menu, choose Delete Items.

A dialog box appears, asking you to confirm your actions.
7. Confirm your actions.

The Send Decline dialog box appears.
8. If desired, provide a reason for declining.

9. Choose Send.

Deleting Meeting Mail

With one exception, ECCO keeps copies of meeting mail until you delete them. (Meeting
requestsare deleted as soon as you respond to them.)
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To delete meeting mail

1. Inthe meeting message window, select the Meeting Request message that you want
to delete.

2. Choose Discard Mail to remove the meeting message from your ECCO Meeting Malil
window.

ECCO deletes the message — both in your ECCO Meeting Mail window and your
mail inbox.

Note: Although deleted messages are removed from your inbox, you might need to
explicitly delete copies from the “sent mail” box of your mail program.

The Administrative Assistant

With ECCO, you can grant administrative assistant privileges to another user, who can
then make changes to your schedule as well as respond to meeting requests on your
behalf. Administrative assistants always receive copies of meeting mail messages.

Note: Administrative assistant privileges are valid for the Calendar only. You must
explicitly grant user privileges for PhoneBook, Notepad, or other folders or
columns.

To add an Administrative Assistant

Administrative Assistants are designated in the File Sharing wizard. You can designate
your Administrative Assistant when you first share your file, or subsequently by executing
the File Sharing wizard.

1. From the File menu, choose Share.

ECCO displays the File Sharing wizard. This wizard will guide you through the steps
required to share your file. Choose the Next button to proceed.

2. Select the My calendar option.

3. Select the workgroup from the Share in workgroup list box. Choose the Next button
to proceed.

4. Select how much information from your file will be available to other users.

5. Select Yes to designate an Administrative Assistant. Choose the Next button to
proceed.

6. Selecting Yes will cause the wizard to display a list box of the available ECCO
Workgroup Directories and the users in each one. Select the user to designate as
your Administrative Assistant Choose the Next button to proceed.

The File Sharing wizard will display the file name that will appear to other users.
Choose the Finish button.
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To remove an Administrative Assistant

If you want to change your Administrative Assistant, or exclusively make your own
scheduling decisions, you will use the File Sharing wizard.

1. From the File menu, choose Share.

ECCO displays the File Sharing wizard. This wizard will guide you through the steps

required to share your file. Choose the Next button to proceed.
2. Select the My calendar option.

3. Select the ECCO Workgroup Directory from the Share in workgroup list box.
Choose the Next button to proceed.

4. Select Custom options for sharing PhoneBook and Notepad views. Choose the Next

button to proceed.

5. Select No to designate an Administrative Assistant. Choose the Next button to
proceed.

6. Highlight the current Administrative Assistant’s name in the Access For section and
choose the Remove button. Choose the Next button to proceed.

The File Sharing wizard will display the file name that will appear to other users.
Choose the Finish button.

Note: If you want to add a new Administrative Assistant, you can specify Yes in step 5
above, but you mustill remove the former assistant as outlined in step 6 as they
will retain access to your Calendar, but no longer receive your meeting requests.

To respond to meeting requests for another user

1. Select the message in the message pane of the Meeting Mail window, and choose
Read Mail.

The Meeting Request dialog box appears. To help you quickly identify meeting
requests for another user, the Meeting Request dialog box contains a group icon in
the upper-right corner.

2. In the Meeting Request dialog box, choose Find.

The Open Calendar dialog box appears.

Note: To add the meeting to the user’s calendar, ECCO must be aipenthe user’s

calendar. For example the administrative assistant needs the password for the file.

3. Choose OK to open the user's Calendar. If you have several large files open, you
might need to close these files before proceeding. ECCO opens and displays the
user’'s Calendar and selects the date and time of the proposed meeting.

4. Inthe message pane of the Meeting Mail Window, choose Read Mail to display the
Meeting Request dialog box again.
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5. Take one or more of the following actions to respond to the meeting request:
e Choose Accept or Decline
» Choose Delegate to appoint another individual to attend the meeting.
e Choose Invite to invite others to the meeting
» Choose Defer to postpone a decision

Sharing Meeting Resources

With ECCO, you can not only schedule the time of people, but you can schedule the time
of resources, such as rooms and equipment. In ECCO, such resources are known as
shared meeting resource®y including shared meeting resources as meeting attendees,
you reserve them for the selected date and time.

Creating a New Meeting Resource

Before you can consider a white board, a meeting room, or an overhead projector a
meeting attendee, you must create it as a meeting resource.

To create a new meeting resource

1. Have your mail system administrator establish a new mail account for the resource.

2. From the File menu, select Create Meeting Resource.

The Create Meeting Resource dialog box appears.

Create Meeting Resource [21x]

Meeting resources are used for group scheduling. O |
Examples are "Conference Room 1", "Frojector B,
— Cancel |

To create anew meeting resource
Hawe viour Netwark Administrator create a mail account for the
Then. choose that Resource Name below.
Ecco will create a calendar file for the Resource

Resource Name :
ILCD Projectar Panel
Administrator for this Resource

IEruce Keever Choose... |

& Scheduls resource automaticslly if available

~ Send scheduling requests to an administrator
(A person to approve use of this resource )

3. Click the Choose button beside the Resource Name text box.

The Choose Users, Groups, and Resources dialog box appaears.

4. Choose the Mail Address Book button.

The Select Users dialog box appears.
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5. Select the resource in the list, and then choose OK. (For more information on
selecting users, refer to the documentation that accompanied your mail program.)

6. From the Choose Users, Groups, and Resources dialog box, choose OK.

7. You automatically become the resource administrator for any meeting resource that
you create, unless you click the Choose button beside the Administrator for this
Resource text box and select a different user.

8. Select Schedule Resource Automatically if Available (the default).
Or

Select Send Scheduling Requests To An Administrator if you want to control
scheduling of the new resource. Other users will be alitite the resource, but

the resource won't be reserved until the administrator accepts or declines the meeting
request.

9. When you are satisfied with the configuration for the resource, choose OK in the
Create Meeting Resource dialog box.

ECCO creates a shared file for the resource.

Note: Before other users can directly open the shared file for the resource, you must also
grant the appropriate access privileges for the file.

Appointing a Meeting Resource Administrator

When you create a meeting resource, you must appoint a resource administrator (by
default, you automatically become the resource administrator for any meeting resource
that you create).

The resource administrator is responsible for managing the main ECCO file for the
resource. This includes:

e reviewing and responding to meeting request messages (if Schedule Resource
Automatically is not selected)

» changing user access privileges to the Calendar files of the resource

» changing file passwords

In addition, the resource administrator receives a copy of all meeting messages addressed
to the resource.

To change a resource administrator

Use the File Sharing wizard to appoint a new meeting resource administrator.

1. From the File menu, choose Open Shared.

The Open Shared ECCO File dialog box appears.
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Under File Description, select the meeting resource that you want to change and
choose OK.

ECCO opens the main calendar for the resource and displays the Calendar.
From the File menu, choose Share.

The File Sharing wizard appears.

Select a meeting resource and choose the Next button to proceed.

The wizard displays the current resource administrator. Choose Next to proceed.

Select the user name of the person to become the resource administrator. Choose the
Next button to proceed.

Select whether the resource is autobooked. Choose the Next button to proceed.

Select Custom options for sharing PhoneBook and Notepad views. Choose the Next
button to proceed.

Select the former resource administrator’'s name from the Access for section and
choose the Remove button. Choose the Next button to proceed.

The File Sharing wizard will display the file name that will appear to other users.
Choose the Finish button.
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Chapter 17. Synchronizing with
ECCO

If you use multiple computers (for example, one at the office and one at home), ECCO
can keep track of changes you make on both computers. This process keeps the contents
of the files in sync. ECCO does this throwgymchronization.

Synchronization requires two elements — the original file and a special working copy of
the file (called theeplica) that resides on the second computer. Instead of replacing
entire files, ECCO exports and imports only theangesnade to a file.

For example, in your original file on your office computer, you wrote the sentence “The
quick brown fox jumped over the lazy dog.” Later, you worked on the file on your home
computer and changed the word “jumped” to “tripped”. With synchronization, only the
changed word “tripped” would need to be exported from your home computer file to the
office computer file. Likewise, if you made a change in your office file, only the changed
information would need to be imported from the office file to the replica file on your
home computer.

Synchronization: The Terminology

The synchronization process has a language all its own. The following terms are the most
important to understand:

Theoriginal file is the file that exists before the start of synchronization. Original files
have the extension .ECO.

Thereplicais a special copy of the original file that you work on at the second computer.
Replicas also have the extension .ECO.

The master filecontains a master log of all changes that occur. It is actually two files that
are created when you create a replica: the *.ECG file that contains the changes, and the
* ECB file which contains any OLE links in the file. The master file is updated when
synchronization takes place.

Note: Any user — regardless of access privilege — can export or import changes to or
from any remote replica.
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Methods of Synchronization
ECCO provides three methods of synchronization:
« Disk synchronization (the most common method)

» Electronic mail synchronization
e Automatic synchronization

Each method is, in essence, an exporting and importing process. But artiatiges
made to a file are exported and imported from computer to computer. How the changes

get from one computer to another depends on the synchronization method you're using.

Creating the Synchronized Copy

The first step in utilizing the ECCO synchronization process is to create the special
synchronized copy. This special copy will be used on your other machine. The

advantage to this process is that only a small changes file will be copied between your two

machines, versus copying the entire ECCO data file each time.

1. Open the file from which you want to make a synchronized copy. If the file is
already open, save it. From the File menu, choose Workgroup Settings.

ECCO displays the Create Synchronized Copy wizard.

2. Select the appropriate computer option (home computer, laptop computer, another

computer) to indicate the computer where the synchronized copy will reside. Enter a

description for the copy in the description text field. Choose the Next button to
proceed.

3. Enter the file name for the synchronized copy or choose the Browse button to select a

path and new file name. Choose the Next button to continue.

4. The wizard will display the path and file name you are about to create. Choose the
Finish button.

5. Using Windows Explorer or File Manager, move the replica file to the other
computer’s hard drive, either via diskette or your network.

This is the file that you will open and use on your other computer.

6. Make sure to delete the file from the original location where ECCO saved the replica

to avoid confusion (moving versus copying the file in step 5 will automatically delete

the original source file).

Note: If the computers are networked, depending upon the network connection, you can

save the replica file directly to a common network location and then move via the
network to the second computer. If the other computer is not networked, you
should save the replica file directly to your hard drive. Copy the replica file to a
diskette and use the diskette to transfer the file to another computer.
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Disk Synchronization

With disk synchronization, you export and import information between computers by
means of a removable disk, such as a floppy or lomeigal disk. For example, you

would perform manual synchronization between two non-networked computers that have
no other way of communicating. Disk synchronization is the most commonly used
synchronization method.

Note: It is important to complete the full synchronization process. If you synchronize
only one way, the master file will get very large. ECCO will alert you that you
should export your changes.

To export changes
1. Open your original file or any shared file when the network is available.
2. Insert a disk into the disk drive.

3. From the File menu, choose Synchronize, and then choose Export Changes.

ECCO displays the Export Changes wizard.

4. Select the remote file from the displayed list that will receive changes. Choose the
Next button to proceed.

5. Select Floppy disk. Choose the Next button to proceed.

6. Enter the name of the changes file or choose the Browse button to select a new path
and file name. Choose the Next button to proceed.

7. The wizard will display the path and file name you are about to create or the e-mail
recipient if you chose the Electronic mail option. Choose the Finish button.

Note: If you have synchronized a replica with the Export Changes command, be sure to
export changes from the replica back to the masteefilen if you have not made
any changes to the replica.

To import changes

Once you've exported changes, you need to import them to the remote file.
1. Open the remote ECCO file.

2. Insert the disk into the remote computer.

3. From the File menu, choose Synchronize, and then Choose Import Changes.

ECCO displays the Import Changes wizard.
4. Select the source option for your changes.

5. Enter the update file’s path and file name or choose the Browse button to locate and
select the file. Choose the Next button to proceed.
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6. Press the Finish button to import the changes.
ECCO imports all changes and merges them into the remote ECCO file.

ECCO creates a file that reflects changes made in the remote file and reports (to the
master file) which changes have been received.

To complete disk synchronization

To complete disk synchronization, repeat the exporting and importing steps, working
from the replica to the original file.

Note: You can use the same .EMF file when exporting to and from both the original and
replica files. Don’t worry if you forget to export changes back to either of these
files; ECCO will keep exporting all changes until it receives confirmation that they
have been accepted by the other PC. Confirmation will occur the next time you
synchronize changes from the other PC.

Automatic Synchronization

If the original file is a shared network file, its replicas have direct access to the master
file, and they are automatically synchronized. In this case, no .EMF file is created. This
process is also callesorking on-line

This method of synchronization might be used by someone who has two offices or two
machines on one network. With automatic synchronization replicas are automatically
updated.

Remote Access Synchronization

If you use third-party software, such as LapLink or PC Remote, to access the computer,
you need to perform remote access synchronization. No .EMF file is created for this
procedure. With remote access synchronization files are updated through third-party
software.

To perform remote access synchronization

To help ECCO find your master file, from the File menu choose Synchronize, and then
choose Remote Access Sync.

ECCO displays the name and path of the file it expects to find. Once it has found the
appropriate file, ECCO will remember its new name and location. If the remote access
program is run after the replica has been opened, you'll need to use the Remote Access
Sync command again to initiate synchronization.

Synchronization Using Electronic Mail

You can also use an e-mail program (such as NetManage Z-Mail Pro or Lotus cc:Mail) to
export and import changes to original files and replicas. This method of synchronization
might be used by a traveling salesperson who dials in for mail.
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Choose the method that best suits your needs:

e Mail To: lets you mail changes to someone who has a remote replica of the master
file (the changes are sent as an attachment).

» Send Automatically Using Mail Message: lets you export changes at regular,
scheduled times.

To synchronize using mail
1. Open your original file or any shared file when the network is available.

2. From the File menu, choose Synchronize, and then choose Export Changes.

ECCO displays the Export Changes wizard.

3. Select the remote file from the displayed list that will receive changes. Choose the
Next button to proceed.

4. Select Electronic mail. Choose the Next button to proceed.

5. Enter the name e-mail recipient. Choose the Address button to access the e-mail
address book. Choose the Next button to proceed.

6. The wizard will display the name of the e-mail recipient. Choose the Finish button.

Advanced Synchronization
1. Open your original file or any shared file when the network is available.
2. From the File menu, choose Synchronize, and then choose Export Changes.
ECCO displays the Export Changes wizard.
3. Select the remote file that will receive changes.
4. Choose the Advanced button.
Export Changes HE

Choose the Remate Files to Expart Changes to:
(List below shows remate file creator and description)

Home Computer

Send changes to file selected abowve using

I™ Diskfile I Browse
™ dailta: | Address
™ Send automatically using mail message

ID'I Address..

o d

At 5|

™ Always use Advanced mode dislog
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5. Select the remote file that will receive changes.

6. Select Disk File, and either specify a filename (with path), or choose Browse to select

from a list of names. (CHANGES.EMF is a good choice for the filename.)

7. Select the method to send the changes. If selecting one of the two electronic mail
options, choose the method that best suits your needs:

e Mail To (type the address in the To field, or choose Address to select the
recipient from an existing list of names).

* Send Automatically Using Mail Message (type the address in the To field, or

choose Address to select the recipient from an existing list of names; type values

in the On and At fields to specify when messages should be sent, or make
selections from the drop-down lists).

8. Choose the OK button.

9. Repeat steps 5 through 7 as desired.

e With Mail To, messages with files containing the changes are created and sent
immediately.

» With Send Automatically Using Mail Message, messages are sent at the

specified times, provided that the ECCO file associated with the merge is open.

If it is closed, ECCO sends expected messages as soon as the file is opened.

10. Repeat steps 2 through 6 on the replica to synchronize back.

Note: ECCO checks your mail inbox for messages at the times indicated in the ECCO
Options property sheet, mail system tab. When it finds a message containing
changes for the replica, it imports the changes and merges them with the data in
the replica.

Creating a Replica

ECCO is designed to synchronize up to 250 replicas of each file. A replica is more than a
simple copy of a file: it contains special features that make synchronization possible. You

cannotcreate a replica by using standard copy commands from File Manager or MS-
DOS. Replicas are synchronized with their original file, never with each other.

To create a replica

1. Open the file you want to replicate.

2. From the File menu choose Create Synchronized Copy.

The Create Synchronized Copy wizard appears. If you're working with a shared file,

ECCO will ask if you would like to create a synchronized copy for use on this
computer, a laptop computer, or another computer. For this procedure, select
Another Computer.
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3. Supply a description for the replica, and choose the Next button (it's a good idea to
include the date as part of this description).

4. Enter a filename for the replica or choose the browse button to locate and select and
filename. Choose the Next button.

It's a good idea to includgl as part of the name: this will help you identify the file
as areplica. Like the original file, the replica will have an .ECO extension.

5. The wizard will display the path and filename of the replica you are about to create.
Choose the Finish button to proceed.

6. Repeat steps 1 through 4 for each replica you want to create.
There are two other ways to create a replica:

« If you're working with a shared ECCO file, choose Save As from the File menu and
save the current file under a new name. The newly named file is the replica.

* Open a shared file and choose Let Me Create Private Columns Folders And Views.
Once the replica is created, move it to the other computer.

Note: Be sure to delete the replica from the first machine after moving or copying it to
the second machine.

To move a replica to another computer

» If you're networked to the other computer, use Windows Explorer or File Manager to
move the replica to the other computer's ECCO folder or directory.

e If you're not networked to the other computer, copy the replica to a floppy disk and
take the floppy to the other computer. Once you've made the copy, be sure to delete
the replica from the first computer.
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Chapter 18. Command Reference

Use this Command Reference to find in-depth information on the commands and options
unique to ECCO Pro. For information on the standard Windows commands and
environment, refer to thdicrosoft Windows User’s Guide

Menu Bar Commands

The following menus appear on the menu bar of the ECCO program window. The menus
are listed in the order in which they appear, from left to right. Non-menu bar menus are
listed in the next section of the Command Reference, “Non-Menu Bar Commands.”
Commands that appear on menus in the Date Settings dialog box are listed in the final
section of the Command Reference, “Date Settings Commands.”

File Menu

The File menu includes the standard Windows commands for tasks such as opening new
or existing files; closing, saving, and printing files; sending mail; and quitting the

program. It also includes powerful ECCO commands for tasks such as importing,
exporting, and sharing files and information.

File: New

Opens a blank ECCO file based on the template DEFAULT.ECT. To open a new file not
based on a template, hold down tm&L key and choose New.

Note: Every ECCO file contains a Calendar, a PhoneBook, and up to 26 Notepads.
File: Open

Displays a dialog box in which you select the ECCO file or template you want to open.
To open a new, untitled file based on an existing ECCO file, select the Untitled checkbox.
To open a file as read-only, select the Read-Only checkbox.

File: Open Shared
Displays the Open Shared ECCO File dialog box in which you can open shared files.
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Open Shared ECCO File dialog box

Open Shared Ecco File

Fils Type

£ Main Calendar, PhoneBook ete. of individual users Open__

& Other Shared Files Cancel |

File Description

Cornpany List &l et
Comerstones of Teamwark

Demo J Bepart
Department Goals

Dispatch Customer Service
ECCO Schedule

ECCO Scheduling for 1957-38
EWA Plan

=

i@ create private calumne. folders and views

Waorkgraup:  [NMB-OPS: 15/ Admin/CustServ/Mkig/Sales |

Directory:  Z\NMBECCO\NMBOPS Browse. |

File Type Select the type of shared file that you want to view:

Main Calendar, PhoneBook, etc., of individual usersSelect this option to display
a list of the primary shared files of individual users and resources in the ECCO
Workgroup Directory.

Other Shared Files Select this option to display a list of other shared files in the
ECCO Workgroup Directory.

File Description Displays the list of shared files in the ECCO Workgroup Directory.
If you choose Main Calendar, PhoneBook, etc., under File Type, ECCO displays the
owner’'s name (based on the user’'s mail identification). If you choose Other Shared
Files, ECCO displays a list of other shared files in the ECCO Workgroup Directory.
In this case, the shared file description (entered in the File Sharing And Access
Privileges dialog box) appears in this list box.

Let me create private columns, folders, and viewsncludes your private

information in the shared file. Any private information that you add to the shared file
remains private until you make the information public. When you choose this option,
ECCO creates a local copy of all of the information in the shared file on your hard
disk.

Workgroup Choose the down arrow key to the right of the field to display the list
box for other connected ECCO Workgroups.

Browse Button Choose this button to display the Browse For Shared Files dialog
box, in which you can search through the list of drives and directories that are
available to you until you find the one you want. If you use the Browse button to
open a shared file, you are only granted default access privileges.

Details Button Choose this button to display the Shared File Details dialog box.
This dialog provides information on a file's ownership, access privileges by user,
paths to the Common and Master ECCO files, a list of connections to the file, and a
Manage button for removing connections no longer needed.

Report Button Choose this button to display the Shared File Report dialog box.
You can choose to print or save the report to a file. The information in the report is
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the same contained by using the Details button on the Open Shared ECCO File dialog
box.

File: Close

Closes the active file. If you have not saved changes to the file and if you have not
selected the Autosave On File Close option in the File Properties dialog box, ECCO
prompts you to save your changes before closing the file.

File: Save

Saves all changes in all views of the active file under its current name.

File: Save As

Displays a dialog box in which you specify the name under which you want to save the
file. The newly saved file then becomes the active file.

File: Send Mall

If you are running NetManage Z-Mail Pro or have an electronic-mail program supporting
VIM (such as Lotus cc:Mail) or MAPI (such as Microsoft Exchange), this command

opens the program and places the selected items and their subitems into a mail message.
Additional options are available when you choose this command from the PhoneBook.

File: Share

Displays the File Sharing wizard, in which you can share your files with others and grant
access privileges for other ECCO users.

Using the File Sharing wizard, you can specify default privileges and grant access
privileges for users who have access to your ECCO Workgroup. Its flexible design lets
you allow some users to only view your information while allowing other users to add,
modify, and delete information in your file.

File: Share: Custom

If you select Custom options for sharing PhoneBook and Notepad views during the File
Sharing wizard the Access Privileges dialog box will appear during the wizard process.
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File Sharing

- Access For

< Dafoult Privilages > s

Bruce Keever
Remove
I

~Accass Privieges

Calendar: [See Available Time for Graup Scheduling

PhoneBook: [Nane

Notepads : [None

Ll bl ] ]

Other: [Mone

<Back [ Hed> Cancel |

Access for This list box contains the list of users to whom you have granted individual
user access privileges for this file. This list box also contains a <Default Privileges> user
identification. Users who are not granted individual access privileges have the <Default
Privileges> restrictions. Users who open this file using the Browse button in the Open
Shared ECCO File dialog box also have the <Default Privileges> restrictions—even if
you have granted them specific access privileges.

Your main file has the following default privileges:

View Default Privilege

Calendar See Available Time for Group Scheduling
PhoneBook  None
Notepads None

Other None

Other shared files have the following default privileges:

View Default Privilege

Calendar See Appts, To-Do’s, Columns, & Notes
PhoneBook  See Name, Form, Columns, & Notes

Notepads See Items, Columns, & Notes (In Public Notepads)
Other None

Views and Privileges

Specify the level of access privileges for the Calendar, PhoneBook, and Notepads; and
folders, columns, and forms in each ECCO file. The following is a list of the privilege
levels:
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Calendar

None
Cannot open the Calendar.

See Available Time For Group Scheduling

This access privilege is available only for main files. By granting this privilege, you

allow other ECCO users who are trying to schedule a meeting with you to see when
you are available. They will not, however, be able to see any details about specific
meetings or appointments.

Note: If you share a main file with only See Available Time for Group Scheduling

privileges, ECCO does not create a common .ECO file in the ECCO Workgroup
Directory. Therefore, your main Calendar and PhoneBook file will not appear in
the list of Main Files for other users. It will appear in your own list because you
have a local .ECO file.

See Appts, To-Do’s, Columns, & Notes

Can open the Calendar and see all shared ticklers, appointments, subitems, and
columns. Authorized users can create their own private columns.

Add Appointments & To-Do’s

Can add items to any published date folder in the file, complete with ticklers, times,
or alarms.

Add & Modify Appointments & To-Do’s

Can add or change appointment times, item text, subitems, or date folder values of
any existing item in any published date folder in the Calendar.

Add, Modify, & Delete Appointments & To-Do’s
Can add or change appointment times, item text, subitems, or date folder values of

any existing item in any published date folder in the Calendar. Can also remove any

appointment, item text, subitem, tickler, or alarm from any published date folder in
the Calendar.

Administrative Assistant

All privileges above, plus privileges to initiate meetings, and accept or decline
meeting invitations, on your behalf.

Note: Administrative Assistant privileges are valid in the Calendar only! If you want

your administrative assistant to view or modify anything in any other view, folder,
or column, you must grant the appropriate level of privileges for those views.

Owner Of File
Choose this option to change the ownership of the entire file to the selected user.
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PhoneBook

None
Cannot open the PhoneBook.

See Name, Form, & Columns

Can open the PhoneBook and perform searches. Can also see items in the
PhoneBook form.

See Name, Form, Columns, & Notes

Can open the PhoneBook, perform searches, and see subitems in the PhoneBook.
Can also see items in the PhoneBook form.

Add PhoneBook Entries

Can add new items to the PhoneBook using the PhoneBook form or any columns in
the PhoneBook.

Add & Modify PhoneBook Entries

Can add new items to the PhoneBook using the PhoneBook form or any columns in
the PhoneBook. Can also change any item, notes or subitems in the PhoneBook,
which includes adding, removing, or modifying folder values in any standard
PhoneBook folder or in any folder shown as a column in the PhoneBook. Users
cannot, however, remove items from the PhoneBook folder.

Add, Modify, & Delete PhoneBook Entries

Can add new items to the PhoneBook using the PhoneBook form or any columns in
the PhoneBook. Can also change any item, notes or subitems in the PhoneBook,
which includes adding, removing, or modifying folder values in any standard
PhoneBook folder or in any folder shown as a column in the PhoneBook. In
addition, users can remove items from the PhoneBook folder.

Owner Of File
Choose this option to change the ownership of the entire file to the selected user.

Notepads

None
Cannot open any Notepad.

See Items, Columns, & Notes

Can open any published Notepad; add private columns; expand or collapse items;
expand, collapse or resize columns.

Add, Modify, & Delete Iltems And Column Values

Can rearrange, add, and remove items, and make any changes to folder assignments

(except items that affect the PhoneBook and Calendar, unless the user has those
specific permissions for the PhoneBook and Calendar).
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Owner Of File

Choose this option to change the ownership of the entire file to the selected user.

Other (folders, columns, and forms)

* None
Cannot open folder window.

e Add Iltems By Form

Can use any shared form to add items to the file. Restrictions on specific views still
apply. This option also enables the Add By Form menu command on the Tools
menu.

e See Folder Window (Add And Remove Items)

Can open folder window but cannot go into edit mode. Can assign, change, and de-
assign folder values. View-specific restrictions still apply.

e Add, Modify, & Delete Public Folders, Columns, And Forms

Activates the Manage Notepads command on the View menu and permits editing in
the folder window. When you grant this privilege to another user, you also make
your Calendar and PhoneBook information accessible. When you grant this privilege
level, your Calendar, PhoneBook, and Notepads will be automatically updated to
reflect the appropriate access privileges.

*  Owner Of File
Choose this option to change the ownership of the entire file to the selected user.

Add Opens the Choose Users, Groups, And Resources dialog box. Use this command to
append users to the Access Privileges list box.

Remove Use this command to remove users from the access privileges list. When you
remove a user from the list, all individual privileges are canceled. The user will,
however, retain the level of privileges you have granted to the <Default Privileges> user
identification.

File: Create Synchronized Copy

Displays the Create Synchronized Copy wizard, in which you specify the computer(s) you
will be using while working off-line. The wizard will take you step-by-step through

setting up a synchronized copy of your file for use at home, on a laptop, or another
computer.

File: Synchronize

Displays a menu from which you can set up a duplicate ECCO file (replica) for use on
another computer, import changes from and export changes to your duplicate file, modify
your setup, and synchronize remote files automatically.
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File: Synchronize: Export Changes

Displays the Export Changes wizard, in which you select the remote file to synchronize
with the ECCO file currently open. The wizard takes you step-by-step through the export
process, including selecting making the transfer by disk or electronic mail, or specifying
automatic export by choosing the Advanced button.

File: Synchronize: Export Changes: Advanced

The Advanced button on the Export Changes wizard provided you with additional
customization options.

Expont Changes [=]x]
Choose the Remote Files to Export Changes 1o
{List below shows remate file creator and description)
Cancel

Send changes tofile selected ahove using:
I Diskfile: | Browse
I~ Mailta: | Addrass
™ Send automatically using mail message

To:| Address

on| H

an B
I Always use Advanced mode dislog

Send changes to master file usin@pecifies whether to send the merge file (the file
containing the changes) by means of disk or mail. If you send the file by means of mail,
ECCO will automatically import those changes without using the Import Changes
command.

Disk file Creates a merge file that you can later copy to your remote computer.
Choose the Browse button to specify a filename with a path.

Mail to ECCO sends a mail message with the merge file attached. Choose the
Address button to select the recipient of the file.

Send automatically using mail messag&CCO periodically sends a merge file
using mail. Choose Address to specify the recipient of the file. Specify the days and
times you want the messages sent.

Always use Advanced mode dialogSpecifies whether to use this Advanced dialog box
in place of the wizard when you select Export Changes.

File: Synchronize: Import Changes

Displays the Export Changes wizard, which takes you step-by-step through the import
process to synchronize with the ECCO file currently open. The wizard includes selecting
making the transfer by disk or electronic mail.
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File: Synchronize: Remote Access Sync

Displays the Remote Access Synchronization dialog box. Use this dialog box to locate
your master file if you are connected to the network through a remote access program.
You can also use this command to synchronize your ECCO file in a peer-to-peer network
environment

File: Create Meeting Resource

Displays the Create Meeting Resource dialog box, in which you can create a shared
meeting resource. Meeting resources can include facilities and equipment, such as a
conference room, audio-visual equipment, and so forth.

Create Meeting Resource

Mesting resources are used for group scheduling i
Examples are "Canference Room 1", "Projector B,
e Cancel

Ta create a new meeting resaurce:
Have your Network Administratar create a mail accountfor the
Then, chonse that Resource Narme below.

Ecco will create a calendarfile for the Resource.

Resource Name

[FCO Projectar Panel
Administratorfor this Resource:
[Bruce Keever Choose.

& Schedule resource automatically it available
© Send scheduling requests to an administratar
(A persanto spprove use of this resource )

Resource NameDisplays the currently selected resource. Use the Choose button to
display the Choose Users, Groups, and Resources dialog box and to select the name of a
mail account created for a resource (for example, Conference Room).

Administrator for this resource Select a user who will be responsible for maintaining the
Calendar for the new resource. Displays the currently selected administrator. Use the
Choose button to display the Choose Users, Groups, and Resources dialog box in which
you can select another administrator.

Schedule resource automatically if availableSelect this option if you want other
ECCO users to schedule this meeting resource when it is available.

Send scheduling requests to an administratorSelect this option to control scheduling

of the new resource. When you select this option, other users can “invite” the resource
but cannot reserve it. The administrator is responsible for reserving the resource, and
must accept or decline the meeting request message on behalf of the resource.

File: Workgroup Settings

Displays the Workgroup Settings wizard, which takes you step-by-step through the
connecting to an ECCO Workgroup Directory process. The wizard includes selecting a
mail client, setup for connecting to ECCO TCP/IP scheduling servers, and specifying the
path to the ECCO Workgroup Directory.
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File: Properties

Displays the File Properties property sheet. There four tabs on this display — Connection
Status, Display, Backups, and Password.

File Properies =

Connection Status | Display | Backups | Password |

Currentlocal file:
C:\Program Files\ECCO\BruceK.eco

Cannected to master file:
Z4{NMBECCO\OPS\Brucek ECG

Connection Status tab

Current local file

Connected to master file

Owner name
Admin name
User name

Connection name

Work Offline/Online button

Review connections button

Disconnect button

Apply button

Displays the filename of the local file you are currently
using.

Displays the filename of the master file to which you
are currently connected.

Displays the owner of the file.
Displays the Administrative Assistant of the file.
Displays the current user name.

Displays the connection name. The Connection name
is usually a user name unless you are connected to a
replica synchronized file, in which case the replica file
description appears.

Disconnects you from or reconnects you to the master
file.

Choose this button to review connections to other local
files to disconnect ECCO files that are no longer active
from the master file. This button is available only is
you are the owner of a shared file.

Choose this button to disconnect from the master file,
maintaining a copy of all public information in your
local ECCO file.

Becomes active when changes are made to the property
sheet. Changes are implemented, but the property sheet
remains open.
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File Properties

Connection Status Display |Ela|:kup5 | Password |

Show View Tabs far

W Calendar

¥ Phonehook

V¥ Notepads

Color Preferences

oK Cancel Aol

Display tab

Show View Tabs for

Color Preferences button

Apply button

Select which view tabs are displayed —
Calendar, PhoneBook, and Notepads.

Displays the Color Preferences dialog box,
in which you can select different colors for
ECCO views.

Becomes active when changes are made to
the property sheet. Changes are
implemented, but the property sheet
remains open.

File Properties

Connection Status | Display  Backups | Password |

Local Backup
’7 F Keep o backup copies of this fle

Network Backup
’7 ¥ Save a daily backup to the network.

[LABACKUPtbackup eco Browse

oK Cancel | Apply |

Backups tab

Local Backup

Select whether to keep rotating backup
copies (up to nine) of your current ECCO
file. Each time you save your file, ECCO
creates a new backup copy using the same
filename, but with an extension such as
.BK1, .BK2, and so forth. The most recent
backup will have the extension .BK1. This
option is file specific.
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Network Backup Select to backup your file automatically
across a network.

Apply button Becomes active when changes are made to
the property sheet. Changes are
implemented, but the property sheet
remains open.

File Properties [x]

Cannection Status | Display | Backups ~ Password |

Change Password for this File

0ld Password,
New Password:  foseer
Canfitm Password: [

oK. Cancel | [ Bpply

Password tab

Old Password Enter the old password for your file. If a password has
not been specified previously, leave this field blank.
For maximum security, ECCO does not display the
characters as you type. An asterisk (*) appears for each

character.
New Password Enter the new password for your file.
Confirm Password Enter the news password again for verification.
Apply button Becomes active when changes are made to the property

sheet. Changes are implemented, but the property sheet
remains open.
File: Database

Displays the commands for ECCO database functions, including importing and exporting
data, achieving, compacting, testing, data recovery, and checking your group scheduling
availability with the ECCO Workgroup Directory.

File: Database: Import

Displays the File Import dialog box, in which you can specify a file to import into the
active PhoneBook or Notepad. Before choosing Import from the File menu, switch to the
view to which you want to import.
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Note: Although you cannot use the Import command to import data into the Calendar,
you can convert Calendar data from other programs. For more information, see
the chapter or online help on “Importing and Exporting.”

You can import files in either of two formats: TXT (text) or CSV (comma-separated
values).

File Import [21x]
Lookin: | swBesker2(C) o & o

I mesetupt IWindows
_lApps __IWinflow
. Exchange lmnurlbd
_IMsdey

Wy Dacuments
" INetmanag
" |Program Files
" 1Sounds

“ltemp
“1Ukls

File name: | Qpsn :|
Files oftype:  [Text (" T<T) | Gzl
I Open as tead-anly Help

File Name Type here, or select from the list, the name of the file you want to import.
Files of Type Select the type of file you want to import.

Directories Select a different directory if the file you want to import is not in the
current directory.

Look in Select from the list a different drive if the file you want to import is not on the
current drive.

After you choose Open in the File Import dialog box, one of the dialog boxes listed below
may appear, depending upon the active view and whether you choose to import columns.

Active view Dialog box

PhoneBook Choose Fields For Import Into PhoneBook
Notepad Import Into Current View

Notepad Choose Columns For Import Fields
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Choose Fields for Import into PhoneBook dialog box

Choose Fields for Import into PhoneBook [21x]

Field Mame Destination Choose a Destination

HName As Entered <lgnare >
Mr_hs_ <lgnare > <FullName >

Job_Tille <lgnare > <Last Name. >

Company <lgnore > <First Name >
[Address_1_Business  <Ignore > <Middle Name >
[Address_2_Business  <Ignore > <Quiling Note >

City_Business <lgnare > <MNew Text Field >
State_Business <lgnare > <NewDate Field >
Zip_Business <lgnore > <New Popup Field >
Country_Business <lgnore > < NewNumber Field >

vork_N <lIgnare > < Mew Checkmark Field >
Home_N <lgnare > Met Location

Fax_N <lgnare > Motorola

Cell_N <lgnore > My /Ms

AN <lgnore > Job Title

Address_1_Home <Ignare > Company

Address_2_Home <lgnare > Address 1 -Business
City_Home <lgnare > Address 2 - Business
State_Home <lgnore > City- Business

Zip_Home <lIgnore > =] | Stete-Business -

Sample: 4 [ » | Bename ey R ]

I Ignore Wil Merge Header (ignares first record)

File: X-\IMPORTyMarphone Cancel

Field Name Displays a list of all field names in the file you are importing.
Destination For each field, displays the destination.

Choose a DestinationChoose from this list a destination for the selected field. If you do
not want ECCO to import the selected field, choose <Ignore>. To create a new column to
import to, select a field name surrounded by angle brackets.

Sample buttons Move through the file you are importing, one record at a time.

Rename New Field If you are creating a new column to import to, type a name for it
here.

Ignore Mail Merge Header This will cause the first record of the import file not to be
added. This is useful if the first record contains only the header information for the data
being imported..

Import into Current View dialog box

Import into Current View [=1x]

Insertimponted items:

& tbottom of notepad

£ After currently selected iterm Cancel
Atwhich level
@ Gre e el eoted e
€ Enbordinete (o oeloed e

I Importfile has columnar data
) Greate new colunne sing mai merge header

1Tz izt calumne fimatehing nemes faune

& Choee colimn for each iz o CHEEEE

File: ayimportia

Insert imported items Specify where in your outline you want to insert the imported
information.

At bottom of notepad Places the imported information at the bottom of the Notepad.
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After currently selected item Places the imported information after and at the same
level as, or after and subordinate to, the selected item in the active view.

Import file has columnar data Specifies that the import file has data that you want to
import into columns.

Create new columns using mail merge headeCreates new columns based on names in
the file’s first record.

Use existing columns if matching names foundmports to existing columns if names in
the first record match existing column names.

Choose column for each fieldChoose a destination column for each field.

Choose button Displays the Choose Columns For Import Fields dialog box, in which
you can choose the columns you want to import to.

Choose Columns for Import Fields dialog box

Choose Columns for Import Fields HE
Impon Eield Destination Column Chanse  Column
MName As Entersd < e Text - Requirsd 3 Ml < fterm Text- Required >
Mr_Ms_ <Ignore > <Ignore >
Job_Tile <Ignore > < Oulline Note >
Company <Ignore > < New Test Field >
Address, 1_Business  <Ignore > < New Date Fieldl >
Addiess 2 Business  <lgnore > <New Popup Field >
City_Business <Ignore > < New Number Field >
State_Business <Ignore » < New Checkmark Field >
Zip_Business <Ignore > Priority (popup)
Country_Business <Ignore > To-De's (date)
[Work_N <Ignore > Hotlssues (chack)
Horne 1 <Ignore > Done (clate]
Fax N <lgnore >
Call N <Ignore >
AN <Ignore >
[address 1 Home  <Ignore >
Addiess 2 Home  <lgnore >
City_Home <Ignore >
State_Horme <Ignore »
Zip_Home <Ignore > -
Sample « [ > | EenmmeColin ]
File: X\ MPORT!Marp.td Cancel

Import Field Displays a list of all field names or sample fields in the file you are
importing.

Destination Column For each field, displays the destination column.

Choose a Column Choose from this list a destination column for the selected field. If
you do not want ECCO to import the selected field, choose <Ignore>. To create a new
column to import to, select a field name surrounded by angle brackets.

If you choose a <New Date Field>, imported items will be shown by default in the
Calendar on the dates imported into that column. To override this, choose the Properties
command from the Column menu after importing, and then choose Defaults and deselect
Show Item In Calendar’s Tickler Section.

Sample buttons Move through the file you are importing one field at a time.

Rename Column If you are creating a new column to import to, type a name for it here.
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File: Database: Export

Displays a dialog box specific to the active view.

You cannot export from the Calendar.

Active View Dialog Box
PhoneBook Export PhoneBook
Notepad Export Notepad

Export PhoneBook dialog box

Export PhoneBook EI!I
tems To Expart: Choose Field Set
& Entire PhoneBook

© ftems currently in View Cancel

€ Selected fems Only Fields Chosen

Fon
Mo e - Choose Figlds
¥ Mail Merge Header R move Fisld
I~ DOS Text

D lete St

Exporttafie:  [PHOMETXT

Items To Export Specify whether you want to export the entire PhoneBook, items
currently displayed in the view, or the selected items only.

Format Displays format options that allow you to export information for use in word-
processing, spreadsheet, database, and other programs.

Mail Merge Header Exports field names as the first line in the exported file.
DOS Text Exports the file as a DOS text file.

Choose Field SetSelect from the list a field set, or select <Create Set> to display the
Choose Field Set dialog box in which you can choose a set of fields to export.

Fields Chosen Displays the columns that will be exported.

Remove Field button Removes a field from the Fields Chosen list. As a result the field
column will not be exported.

Delete Set button Deletes a field set from the Choose Field Set list.

Export to file Type here the name of the file that will contain the exported information.

Browse button Displays the File Export dialog box, in which you can specify an existing

file to export to.
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Choose Field Set dialog box

Choose Field Set
Choose Fields:

Fields Chasen:

<Name As Entered >
<FullMame >
<LastName >
<FirstName >

< Adelress Line 1>

< Adddlress Line 2>

< City >

< State >

<Zip Code >

<Name As Entered >
<FullMame >
<LastName >
<FirstName >

< Adelress Line 1>

< Adddlress Line 2>

< City >

< State >

<Zip Code >

HE

oK
Cancel

< Country > < Country >
Met Location
Matorola
Mr.fMs

Joh Title
Company

Address 1 -Business
Address 2- Business =]

™ Add Field Setto Menu Name:

B

Choose FieldsDisplays a list of the fields in the PhoneBook.

Add button Adds the selected field in the Choose Fields list to the Fields Chosen list.
Fields Chosen Displays the list of fields you have chosen to export.

Remove Field button Removes the selected field from the Fields Chosen list.

Add Field Set to Menu Adds the field set to the Choose Field Set list in the Export
PhoneBook dialog box.

Name Type here a name for your field set.

Export Notepad dialog box

Export Notepad [=]x]
Cancel

=] Columns
Exportto file " Dos
Browse

INDTEPAD T®T

ltems To Export
& Al terns in View:
 Selected ltems

© Selected tems & Subs

Eormat

[Ecoo ToEceo

Items To Export Specify whether you want to export all the items in the Notepad, the
selected items only, or the selected items and their subitems.

Format Displays several format options that allow you to export information for use in
word-processing, spreadsheet, database, and other programs.

Columns button Displays the Export Notepad And Columns dialog box, in which you
can specify which columns you want to export.

DOS Exports the file as a DOS text file.
Export to file Type here the name of the file to which you want to export.

Browse button Displays the File Export dialog box, in which you can specify an existing
file to export to.
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Export Notepad and Columns dialog box

Export Notepad and Columns

tems Ta Export
& Al ftems in view
" Selected ftems
€ Selected ltems & Subs

Format

Ecco To Ecoo |

IV Msil Merge Header
I~ DOS Text

Choose Column Set

Columns Chosen!

J Cancel

Choose Calumns...
Eempve Caf
Delete Set

Exporttafile:

NOTERAD.TXT

Browse...

Items To Export Specify whether you want to export all items in the Notepad, the
selected items only, or the selected items and their subitems.

Format Displays format options that allow you to export information for use in word-
processing, spreadsheet, database, and other programs.

Mail Merge Header Exports field names as the first line in the exported file.
DOS Text Exports the file as a DOS text file.
Export to file Type here the name of the file to which you want to export.

Browse button Displays the File Export dialog box, in which you can specify an existing
file to export to.

Choose Column SetSelect from the list a column set, or select <Create Set> to display
the Choose Column Set dialog box, in which you can choose a set of columns to export
and create a named columns set.

Columns Chosen Displays a list of the columns in the chosen column set. As a result,

the field column will not be exported.

Remove Col. button Removes the selected column from the Columns Chosen list.

Delete Set button Deletes a field set from the Choose Field Set list.

Choose Column Set dialog box

Choose Column Set
Choose Columns:

Colurmng Chosel

Priotity (popup)
ToDo's (date)
Hotlssues (check)
Done (date)

Priority (popup)

™ Add Column Setto Menu

Narne:

QK
Cancel

ErtieveCal

——

Choose ColumnsDisplays a list of the columns in the active view.

Add button Adds the selected column in the Choose Columns list to the Columns

Chosen list.
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Columns Chosen Displays the list of columns you have chosen to export
Remove Col. Removes the selected column from the Columns Chosen list.

Add Column Set to Menu Adds the column set to the Choose Column Set list in the
Export Notepad And Columns dialog box.

Name Type here a name for your column set.
File: Database: Archive
Save all appointments and ticklers before the date you specify to a separate ECCO file.

Archive Appointments and Ticklers dialog box

Archive Appointments and Ticklers [2]x]

Archive items before: 6/19/97 :

Tofile: 091997 ECO Browse.
I™ Delete after archiving

Archive items before All appointments and ticklers occurring before the selected dated
will be archived.

To file Type in a filename for the ECCO archive file, or choose the Browse button to
open the Save As dialog box.

Delete after archiving Select to delete appointments and ticklers after they have been
saved to the archive file.

File: Database: Compact

This process removes unused space from your ECCO file to reduce the file size. This
feature is most effective after you have deleted a large amount of information from your
file.

File: Database: Test

This process checks your file for data consistency. If an error is found, the recovery
option will be displayed. If Recovery is unable to resolve the problem, you should begin
using one of your backup files which passes this test.

File: Database: Recover

This process will recover data from an ECCO file that has been damaged. It may not be
possible to recover all of the data. You can choose between recovering the active open
file or a file saved to disk.

Page 288



File: Database: Test Availability

This process verifies the group scheduling availability information in your local file
against the information contained in the ECCO Workgroup Directory database. This
scheduling availability information is used by other users for checking your availability. If
an error if found, you will be presented with an option to refresh to ECCO Workgroup
Directory database.

File: Print

Displays a dialog box specific to the active view. For more information about printing,
see the chapter or online help on “Printing.”

Active View Dialog Box
Calendar Print Calendar
PhoneBook Print PhoneBook
Notepad Print Notepad

If you choose the Setup button in any of these dialog boxes, the Page Setup dialog box
appears, in which you can specify page size, print areas, margins, page orientation, and
create a new hamed page setup from the settings.

Print Calendar View dialog

Print Calendar View

Catalog of Print Settings: | Defautt Settings for Day B oK

Page Setup: | Custorn: Letter, 8511 in | Sewp. Cancel
Fa
Freview...
@ Day ¢ Week  Month ¢ Selected fems Only
H

o

Dete Rang
’7Frgm [6r1787 i To [611797 & ‘ _ o |

otes/Calumns. |

Sactio
{ & Appointments & Ticklers  C Appeiniments € Ticklers

Ordlering

Copies: [1

I~ 2-Sided Printing

Catalog of Print Settings Select an existing print catalog.

Page SetupSelect a page setup. Choose the Setup button to display the Page Setup
dialog box, in which you can select page setup options and create a new named page
setup.

Format Specify a daily, weekly, or monthly format, or specify whether you want to print
only the selected items and their subitems.

Date Range Specify the range of dates you want to print.

Sections Select whether you want to print appointments, tickler items, or both.
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Preview button Displays the Print Preview window, in which you can see how your
document will look when printed.

Header/Footer button Displays the Header And Footer dialog box, in which you
specify the font and title text you want in the header and footer of your printed document
and whether to print page numbers and the current date in the footer.

Font button Displays the Item Text Fonts dialog box, which lets you print using the font
and font size in the current view or allows you to specify a custom font and font size.

Notes/Columns button Displays the Appointment Notes And Columns dialog box.

Appointment Notes and Columns dialog box

Appointment Notes and Columns

" Summary Pages: Mo Appaintment Motes or Colurnng
& Detail Pages with Naotes and Columns [$kip Empty Slots)

~ Mates:

I Print Notes Only to Level: [1 =

™ Dont Print Notes ¥ Print ltem lcons

- Columns:
¥ Prirt Columing ¥ Skip Minimized Columns
I™ Custom Columns: _Columme

MNumber of Calumns on 15t Page: 2
™ Maximum Item Test Width Din
Use thiz setting if you want the columns claser to the items.

Copies Specify the number of copies you want to print, whether to use two-sided printing
(both sides of the page), and whether to print pages in reverse order.

2-Sided Printing Specifies that the printout will be to both sides of the paper.

Reverse OrderSpecifies that the printer should print starting with the last page first and
continue backwards to the first page.

Multiple Copies on a PageSpecifies that a page break should not be sent to the printer
between each copy.

Outline Notes and Columns dialog box

Print Notepad [=]x]

Cetalog of Print Seftings: | Defeult Notepad Setings | i |
Page Setup: [Custam: Letter, 85x11 in -] setup Concel

Range
’V & Print&ll tems  Print Selected hems & Subs Only ‘ Previow. |
- tem Options Header/Footer.
I™ PrintHems Onlya Level E
I~ Skip Hidden Sub ltems [¥ Print hem lcans et
~ Columns
I Print Calumns e G Wit el
Ordeing
| CetamiCalimne Collimes
Copies: 1
W Urfaeror Calliie eniet Page i
S e e e i in I Z-Sided Printing

(e thiz setting its/suwantthe ool e Slser o e fterms, ™ Beverse Order
I~ Multiple Copies
on o Page
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Format Specify whether you want to print your Calendar with or without outline notes
and columns:

Summary Pages: No Outline Notes or ColumngPrints time slots, appointments,
and tickler items for the selected day or week; or prints a grid for the selected month.
Does not print outline notes, subitems or information in columns.

Detail Pages with Outline Notes (Skip Empty Slots)Choose this option to make
the following options available.

Outline Notes Specify to what level of subitems you want to print (levels 1 through 9),
whether to skip hidden subitems in a collapsed outline, and whether to print item bullets
and folder icons.

Columns Specify column printing options:
Print Columns Select to print columns and make the following options available.

Skip Minimized Columns Does not print minimized columns. You can minimize a
column by double-clicking its column heading.

Custom Columns Select to print specific columns. Choose the Columns button to
display the Custom Columns dialog box in which you can select the specific columns
you want to print, specify their order, and set the size of each column.

No. of Cols on 1st PageSpecify the number of columns you want printed on the
first page.

Maximum Item Text Width Specify the maximum width measurement for your
items’ text.

2-Sided Printing Specifies that the printout will be to both sides of the paper.

Reverse OrderSpecifies that the printer should print starting with the last page first
and continue backwards to the first page.

Multiple Copies on a PageSpecifies that a page break should not be sent to the
printer between each copy.
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Print PhoneBook View dialog box

Print PhoneBook View [21x]
Catalog of Print Setiings:  [Defeult PhoneBook Setiings N o] |
Page Setup: [Custom: Letter, 85x11 in. -] seup. Cancel

R

g
 Entire PhoneBook € Al ltems Currently In This Yiew PiEUET
 Selected fiems Only e —— |
Format [Nare, (Company), Addr & Phone No's =] [Name Son =] Font

Qptions

Ordering

Copies: |1

I 2-Sided Prining

I Peverse Order

I Muliiple Copiss
onaPage

Catalog of Print Settings Select an existing print catalog.

Page SetupSelect a page setup. Choose the Setup button to display the Page Setup
dialog box, in which you can select page setup options and create a new named page
setup.

Range Print the entire PhoneBook, all items in the current view, or selected item(s) only.

Format Select a format for printing a combination of names, companies, addresses,
phone numbers, columns, outline notes, PhoneBook forms, or envelopes, and specify
whether to sort items by name or by company.

Preview button Displays the Print Preview window, in which you can see how your
document will look when printed.

Header/Footer button Displays the Header And Footer dialog box, in which you
specify the font and title text you want in the header and footer of your printed document
and specify whether to print page numbers and the current date in the footer.

Font button Displays the Item Text Fonts dialog box, which lets you print using the font
and font size in the current view or specify a custom font and font size.

Options button Displays the PhoneBook Options dialog box.

Copies Specify the number of copies you want to print, whether to use two-sided printing
(both sides of the page), and whether to print pages in reverse order.

2-Sided Printing Specifies that the printout will be to both sides of the paper.

Reverse OrderSpecifies that the printer should print starting with the last page first and
continue backwards to the first page.

Multiple Copies on a PageSpecifies that a page break should not be sent to the printer
between each copy.
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PhoneBook Options dialog box

PhoneBook Options [2]x]
~Fol :
i OK ]
™ Mew page st start of each letter =
I Switch "Lasthame, Firsthame" to "Firstname Lastname” Cancel

I Print both Home and Business addresses

— Outling ot

I Bt lere Onlislevel: [0 F

IE | Sk e sulltEme | Printlter [=5ms

Format Specify whether you want to print your PhoneBook with a new page at the start
of every alphabet letter, whether to switch the order of first and last names, and if both t
home and business addresses are to be printed.

Outline Notes Specify to what level of subitems you want to print (levels 1 through 9),
whether to skip hidden subitems in a collapsed outline, and whether to print item bullets

and folder icons.

Print Notepad dialog box

Print Notepad [2]x]
Catalog of Print Setings: [Defeul Notepad Setiings Ho|ET oK
Page Setup: [Custom: Letter, 85 11in | Setup. Cancel
Range

[ & Print &l tems © Print Selected tems & Subs Only | i |
~tem Options Header/Fogter.

I Print ems Onlyto Level: I

I Skip Hidden Sub ltems = Print ftem leans $

[~ Colurmns:

I Print Colurmns

I | Cuetar Calitine:

05 [ e e e el

W | SH itz dlCalurie

Collirmne.

WUl E et Ea e G SHPEE:

—

WUseifie st if /e wartite Colliie Coser e e e

I~ 2-Sided Printing
I Beverse Order

I Multiple Copies
onaPage

Catalog of Print Settings Select an existing print catalog.

Page SetupSelect a page setup. Choose the Setup button to display the Page Setup
dialog box, in which you can select page setup options and create a new named page
setup.

Range Print all items in the view or selected item(s) only.

Item Options Specify to what level of subitems you want to print (levels 1 through 9),
whether to skip hidden subitems in a collapsed outline, and whether to print item bullets
and folder icons.

Columns Specify column printing parameters:
Print Columns Prints columns.

Skip Minimized Columns Does not print minimized columns. You can minimize a
column by double-clicking its heading.

he
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Custom Columns Select to print specific columns. Choose the Columns button to
display the Custom Columns dialog box in which you can select the columns you
want to print, specify their order, and set the size of each column.

No. of Cols. on 1st PageSpecifies the number of columns you want printed on the
first page.

Maximum Item Text Width Specify the maximum width measurement for your
items’ text.

Preview button Displays the Print Preview window, in which you can see how your
document will look when printed.

Header/Footer button Displays the Header and Footer dialog box, in which you specify
the font and title text you want in the header and footer of your printed document and
specify whether to print page numbers and the current date in the footer.

Font button Displays the Item Text Fonts dialog box, which lets you print using the font
and font size in the current view or specify a custom font and font size.

Copies Specify the number of copies you want to print, whether to use two-sided
printing, and whether to print pages in reverse order.

2-Sided Printing Specifies that the printout will be to both sides of the paper.

Reverse OrderSpecifies that the printer should print starting with the last page first and
continue backwards to the first page.

Multiple Copies on a PageSpecifies that a page break should not be sent to the printer
between each copy.

Custom Columns dialog box

Custom Columns [21x]
Choose Columns; Columns Chosen: o
System (check) j —I

Net Location -
Fccuning Hote Dates (et
New Calumns (check)
gnumy _(rpwwp() ) Cal. Size
ontact Type (popup;
LastCall [date)
Christmas Card (check) (characters)
Search Results (check)
Scheduling (check)
Appaintments (date) =l Reorder
Up | Bn
Add>> <X e

Choose ColumnsDisplays a list of the columns in the active view.
Columns Chosen Displays the list of columns you have chosen to print.

Add button Adds the selected column in the Choose Columns list to the Columns
Chosen list.

Remove button Removes the selected column from the Columns Chosen list.
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Col. Size Specify the size (number of characters) of each column you print.

Reorder buttons Changes the order in which the selected columns will be printed.

Page Setup dialog box

Page Setup
|
Cancel

s C Pagemergins

Nare: [Custom: Letter, 85 11 in | Test |

-~ Ediit Settings For

€ [nemalirerins

) Efvzlbre il ess pusiine

P
Size: [Letter@i1/2x11in ]
Wielth: [85 in Height: [11in

Orientation: & Portrait ¢ Landscape

I Erietole e nvElEpE e e

Printer | <use default printer>

Name Displays the name of the current page setup.

Test button Prints one page of sample data in the selected format.

Edit Settings For Select the type of page settings you want to change:
Page sizeSelect the paper size, width, height, and orientation (portrait or landscape).
Choose the Printer button to display the Print Setup dialog box, in which you can

select a printer and specify printer options.

Change the following settings by typing numbers in text boxes or by dragging the
yellow rectangles in the example in the dialog box.

Page margins Specify top, bottom, left, and right margins for the entire page.

Print areas Specify number of columns across and down, the space between
columns and rows, and specify whether you want to cut sheets.

Internal margins Specify top, bottom, left, and right margins for the individual
print areas.

Envelope address positionsSpecify how far return addresses are offset from the
upper-left corner of each print area.

Paper Specify the paper you are printing to.
Size Specify the size of the paper.
Width Specify the width of the paper.
Height Specify the height of the paper.

Orientation Specify whether your printing orientation is portrait or landscape.
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Enable envelope addresseSpecifies that the paper information entered is for
envelope printing (and provides margin setups for return and address areas).

Printer Select the printer to use.

When you choose the OK button, ECCO asks you if you'd like to save your settings by a
creating a named page setup. To use these pages settings again, choose the Yes button
and give the page setup a name.

File: Print Catalog

Creates a print catalog (a named set of selected printer options), manages an existing print
catalog, or prints the current view using the selected saved print catalog.

Print Catalog: New

Opens the New Print Catalog dialog box specific to the active view, which contains the
same print settings options as the Print dialog box for the active view. Select the settings
you want, and name the new print catalog to add it to the Print Catalog menu.

Print Catalog: Manage

Displays the Manage Print Catalog Entries dialog box, in which you rename or delete
existing print catalogs or reorder them on the menu.

Manage Print Catalog Entries dialog box

Manage Print Catalog Entries

-
Defauli Hotepad Setings Cancel
Betoul S etings for Month
Detault Setings forWeek o
Detault Settings for Dy £
Detault Settings for Year
Default PhaneBook Sefiings EEE

Current and nextfour Deys
Current and next Manth
Current and nexttwo Weeks
Envelope: Selected Name(s) Reorder

Envelope: All Names In View U o

Rename Type here the new name you want to give the selected print catalog.
Edit button Edit the selected print catalog.
Delete button Deletes the selected print catalog.

Reorder buttons Move the selected print catalog(s) up or down one row at a time on the
Print Catalogs menu.

Print Catalog: <Print Catalogs>

Lists the available print catalogs. Choosing a print catalog prints the active view using
the print settings of the selected catalog.
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File: Printer Setup

Displays the Choose ECCO Default Printer dialog box, in which you can select a printer
and specify printer options.

File: Manage Page Setups

Displays the Manage Page Setups dialog box, in which you rename or delete existing
page setups or reorder them on the menu.

Manage Page Setups dialog box

Manage Page Setups [21x]
Penzme or Delete Page Selups L |
Benzme: | Cancel |

Gerrnan Legal Fantold, 8 5x13 in B
German Fanfold, 8.5 12 in e
U.S. Fanfold, 14875 x 11 £

E size shest 34x 4din

D size sheet 22x 34in

C size sheet 17x221n

Two Up Letier

Envelope ltalian. 110 x 230 mm -
Envelope BB, 176 125 mm Reorder

Envelope BS, 176 x 250 rm = e en

Rename Type here the new name you want to give the selected page setup.
Delete button Deletes the selected page setup.

Reorder buttons Move the selected page setup(s) up or down one row at a time in the
list in the Print Notepad dialog box, the Print Calendar View dialog box, and the Print
PhoneBook View dialog box.

File: <Recently Opened Files>
Lists the last four opened files. Choose a filename to reopen the file.
File: Exit

Quits the ECCO program. If you have selected the Autosave On File Close option in the
ECCO Preferences dialog box, ECCO automatically saves any changes to the file;
otherwise, ECCO prompts you to save any changes before quitting the program.

Edit Menu

This menu includes commands for tasks such as editing text, finding and replacing text,
and creating links and embedded objects.

Edit: Undo

Undoes the previous editing or formatting action.
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Edit: Cut

In general, this command cuts the selected information from the active view and copies it
onto the Clipboard, from where it can be pasted into another location.

Cutting items or sub-items Cuts the items from an ECCO file if the items and all of
their subitems have been added to only one folder.

Displays the Cut Items dialog box if the item or any of its subitems exist in more than one
view. Selecting the From Folder: <folder name> option deletes the item and its subitems
from the selected folder, but the items remain in all other folders to which they have been
added. Does not copy the cut items onto the Clipboard. Selecting the Cut Entirely From
File (All Views) option deletes the item and its subitems from all views in your ECCO file
and places them on the Clipboard.

Cutting folders from a Notepad Cuts the selected folders from the active view only.
Does not place the cut folders onto the Clipboard; the Paste command is not available.
Does not remove folders from the folder window or any other view.

Cutting folders from the Folder window Cuts the selected folders and their subfolders
from all views in your ECCO file. You can’t cut any of the default folders, such as
PhoneBook and Appointments.

If the deleted folder was the only folder in a Notepad, ECCO creates a new untitled
folder.

To cut folders in the folder window, you must have already chosen Edit Folders from the
Folder menu.

Edit: Copy

Copies the selected information onto the Clipboard.

Edit: Paste

Pastes the contents of the Clipboard into the location you specify with the insertion point.

Edit: Paste Special

Pastes the contents of the Clipboard as an OLE link or as an embedded OLE object into
the location you specify with the insertion point.

Edit: Delete Items

In general, choosing this command deletes the selected items from the active view without
copying them onto the Clipboard.

Items or subitems are deleted from ECCO if the items and all of their subitems have been
added to only one folder.
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The Delete Items dialog box appears if the items or any of their subitems have been added
to more than one folder. Selecting the Delete Entirely From File (all Views) option
deletes the item and its subitems from all views in your ECCO file.

Edit: Remove Folders

Removes the selected folders from the active Notepad or Calendar without copying them
onto the Clipboard. This command does not remove any items from the folders. It also
does not remove the folders from any other view or from the folder window.

Edit: Find

Allows you to find information in the active view or gather information from an entire file
into a Search Results view. When you first open it, the Find dialog box is displayed in a
collapsed state.

Mettdanage -I Find

To display the entire Find dialog box, click the Unfold button (>>). (If you opened this
dialog box by choosing the Find Folder command, the Unfold button and other options
are not available.)

Find dialog box

: Find [7]x]
MNettanage -I | Find

Scope:  # Currentview ¢ Entire File
Match: @ ltemtext € Selecied column

© ltem text & column values

Find ltems Matching Filter: <none> -I

Actions: & Find Next © SelactAllin View

 Copyto "Search Results" view: Replace -I

Find box Type here the text you want to find.

Drop-down arrow button Displays a list of your previous search requests. This listis
saved with the file and is available from session to session.

Unfold (>>) button Expands and hides the Find dialog box.

Find button Begins the search. Depending on the search parameters, this button might
be labeledCollect All.

Scope Specify the current view or the entire file as the scope of your search:
Current View Limits the search to the active view. In the Calendar, this option

changes té-uture Dates and limits the search to Calendar items from the currently
selected day and all future dates.
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Entire File Includes in the search all items in the file.
Match Specify whether to search for the text within items, within columns, or both.

Find Items Matching Filter Find only those items with criteria that match the specified
filter. You can search for items matching filters without typing text in the Find box.
Select a named filter, or select Custom to display the Use Custom Filter dialog box, in
which you can specify parameters for your filter. For more information, see the chapter
or online help on “Other ECCO Features.”

Actions Specify whether you want to find the next instance of the specified item, select
all instances, or copy the found items to the Search Results notepad:

Find Next Finds the next instance of the specified item.

Select All in View Selects all the items in the active view that meet the search
criteria.

Copy to Search Results viewCopies the found items to the Search Results notepad.

Specify whether you want ECCO to replace all the found items in the Search Results
notepad with the newly found items or append the newly found items to the contents
of the Search Results notepad.

Edit: Find/Replace

Displays the Find and Replace dialog box, in which you can specify the text you want to
find and the text with which you want to replace it.

Find and Replace dialog box

i Find and Replace [7]x]
Eind! Microsoft - Find
Beplace: |NetManage -|  Replace

Scope: @ Currentview Entire File

Match:  ® temtext € Selected column

€ ltem text & colurnn values

Find ltems Matching Filter: <none> I

Find box Type here the text you want to find.

Drop-down arrow button Displays a list of your previous search text. This list is saved
with the file and is available from session to session.

Find button Begins the search. Depending on the search parameters, this button might
be labeledCollect All.

Replace box Type here the text with which you want to replace the found text. If you
leave this box empty, ECCO will delete all instances of the found text when you choose
the Replace button.
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Replace button Replaces the current instance of the found text with the text you
specified.

Repl All button Replaces all instances of the found text with the text you specified.

Scope Specify the scope of your search:
Current View Limits the search to the active view.

Entire File Includes in the search all items in the file. When you choose this option,
the Find button changes to the Collect All button and makes the Replace and Repl All
buttons unavailable. All found items will be displayed in the Search Results notepad.

Match Specify whether to search for the text within items, within column values, or both.

Find Items Matching Filter Find only those items with criteria that match the specified
filter. You can search for items matching filters without typing text in the Find box.
Select a named filter or select Custom to display the Use Custom Filter dialog box, in
which you can specify parameters for your filter.

Edit: Find Next

Finds the next instance of the text you most recently searched for.

Edit: Go To Pane

Switches you to different panes in the active window.
Left <-> Right Opens the column pane or switches you to or from the column pane.

Top <-> Bottom In a Notepad, this command splits the active window or switches you
between top and bottom panes of the window. In the Calendar, this command switches
you between the Appointment section and the Tickler section. In the PhoneBook, this
command switches you between the PhoneBook list and the PhoneBook entry form.

Edit: Insert

Displays a menu in which you can specify the line, tab, or object you want to insert.
Edit: Insert Date Stamp
Inserts date and time at the insertion point when you are editing an item.

Edit: New Line

Begins a new line at the insertion point when you are editing an item.

Edit: Insert: Tab

Inserts a tab at the insertion point when you are editing an item.
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Edit: Insert: Object

Insert Object [21x]

Cancel
Help

I Display As lcon

& Create New

Bitmap Image
Mepguestole Control
Medie Clip

Microsoft ClipArt Gallery
Mictosoft Date Map
Microsoft Equation 2.0 =l

 Creste from File

L. InsersanewAdobe Acrobat Document object into
EB your document

Inserts an object into your ECCO file, such as a Paintbrush Picture or WordPad
Document.
Edit: Links

Displays the Links dialog box, in which you can specify options that let you change or
update existing OLE links in your file. You create OLE links by sending information to
ECCO using the Shooter.

Link list Lists the links in the active file.
Update Now button Updates the selected link.

Change Link button Displays the Change Link dialog box, in which you can choose a
file for a new link.

Update Options Lets you specify whether the links are updated automatically or by you
on a case-by-case basis.

Edit: Objects

Lets you modify the selected OLE object’s size or open the program in which the object
was originally created and make changes to the object, without leaving ECCO. When an
object is selected, the command name changes to reflect the name of the program with
which the object was created and indicates whether or not the object is linked.

Source:  C\My Documents\Product News doclOLE_LINKT
Type:  MicrosoftWord Documen t

Uplate: & Automatic € Manual Help

Edit: Objects: Minimize

Reduces the selected object to a minimized size.
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Edit: Objects: Adjusted Size

If the selected object is minimized or is in its original size, returns the object to its
previous resized state.

Edit: Objects: Original Size

If the selected object has been minimized or resized, returns it to the size it was when you
first embedded it.

Edit: Objects: Edit

Opens the program in which the selected embedded or linked object was created so you
can edit it.

Edit: Objects: <Other>

Displays other options provided by the program used to create the OLE object.

View Menu

Commands on the View menu allow you to work with all the ECCO views, including
adding or removing views from the current window and making the active view public,
and reading meeting mail.

You also use this menu to display the folder window and choose folders to display in the
current Notepad.

View: Calendar

Makes the Calendar the active view.

View: PhoneBook

Makes the PhoneBook the active view.

View: Notepads

Creates new Notepads, manages existing Notepads, or makes an existing Notepad the
active view.

View: Notepads: New Notepad

Displays the Create A New Notepad View dialog box, in which you can create and name
a new Notepad.
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Create Notepad dialog box
Create Notepad [21x]

Narne Notepad:

o]

Cancel | Options

Name Type here a name for your view.

Options button Displays the Create Notepad Options dialog box, in which you can
select folders to include in your Notepad.

View: Notepads: Manage

Displays the Manage Named Notepads dialog box, in which you can rename or delete
existing Notepads or reorder them on the menu.

Manage Named Notepads dialog box

Manage Named Notepads [=]x]
EdlitfCreate Named Natepads UER |
Beneme: | Cancel |

How To Use This File
Tasks
Hotlssues
Completed Wark
Fearder
Sl

Rename Type here the new name you want to give the selected view.
Delete button Deletes the selected Notepad.

Reorder buttons Move the selected Notepad(s) up or down one row at a time on the
Notepad menu.

View: Notepads: <Notepad Views>

Displays a list of Notepads. Choosing a Notepad switches you to that view and makes it
the active view.

View: Meeting Mail

Opens the meeting message window, which displays a list of the electronic mail messages
associated with scheduled meetings. The meeting message window can be opened or
closed in any ECCO view.

< Decline from Floyd Unger Seattle Ferryboat Race  3/11/! p £ Pead Mail
ME0x | | & Request from Chris Mahnken Annual review 9/11/37 6:08p
= |® Request from Mark Madson Lunch at Brother Bok's BEQ 9/11/97 7:49p J &7 Discard Mail

B Request from Susan Atherly
= Request from Scott Wedel

Benefit for PAWS 9/11/97 7:52p
Sense Networking ISDN test 9/12/97 12:02p

=l

Find Meeting

Read Mail button Choose this button to open the select meeting mail message.




Discard Mail button Choose this button to discard without opening the selected meeting
message.

Find Meeting button Choose this button to move the Calendar view to the day of the
meeting being requested.
View: Folder Window

Displays and hides the folder window.

View: Add View To Window

Displays a list of all views in the ECCO file, from which you can select a view to add to
the current window. A window can contain up to four views. Any items, columns, or
folders you add to a view in one window are reflected in any other instances of that view
in other windows.

View: Remove View From Window
Removes the selected view from the current window. You cannot remove the view that
has the same name as the window.

View: Choose Notepad Folders

Displays the Choose Notepad Folders dialog box, in which you choose the folders whose
items you want to display in the active Notepad. For more information, see the chapter or
online help on “Folders.”

Choose Notepad Folders dialog box

Choose Notepad Folders =]

Choose folders to view in notepad - T

[]= Eceo Folders Folders in notepad :
||+ System H Cancel

22 Appoaintments

£ Te-Do's

£ Daily Notes Bemove

2 Start Dates

3 Due Dates

32 Done
2 Bithday
Click on & folder ahove to add o
notepad

Choose folders to view in notepadChoose one or more folders from the folder window
by clicking a folder button or name.

Folders in notepad Displays the list of folders whose items will be displayed in the
Notepad.

Remove button Removes the selected folder from the view.

View: Make View Public

Displays a confirmation dialog box, in which you can make the current view public.
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This command is valid only if you've previously shared the file by choosing the Share
This File subcommand from the Network command on the File menu.

[tem Menu

With commands on the Item menu, you can insert, move, and display items in various
ways, mark items as done, show an item’s column or folder values, and make items
private.

ltem: Add Iltem

Inserts a new item below the selected item.

In the folder window, choosing Add Item inserts a new, untitled folder after the selected
folder.

Item: Add Item Right

Inserts a new subitem below and to the right of the currently selected item.

In the folder window, choosing this command inserts a new, untitled subfolder below and
to the right of the selected folder.

ltem: Add Item Left

Inserts a new item below and to the left of the currently selected item.

In the folder window, choosing Add Item Left inserts a new, untitled folder below and to
the left of the selected folder.

Item: Split Item

Cuts the item text to the right of the insertion point, creates a new item at the same level,
and pastes the cut text into the new item.

[tem: Join ltems

Merges the selected items into a single item. The merged item retains the folder values of
only the first selected item.

ltem: Show Item Info

Displays the Show Item Info dialog box, in which you can view all columns or folders to
which the selected item has been added, edit the values associated with the item, or delete
the item.
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Show Item Info dialog box

Show ltem Info [2]x]

PhoneBook Name (item Texf)

@ [NetManage. Inc:

Close
Folders and column values of item abowve

PhoneBook.

Company NetManage, Inc. Brev. LiExt

Addddress 1 -Busingss 2340 130th Avenue NE

City - Business Bellevue

State - Business WA Delets tem

Zip-Business 98005-1754

PORY Le

L N o Clearvalue |

Item Text Displays the text of the selected item.

Folders and column values of item aboveisplays a list of the columns or folders
associated with the selected form. Click to the right of each column or folder name to
create or change the value to be associated with the item.

Prev and Next buttons Let you move through the items in the active view while you are
in the dialog box. You can move up or down the outline at the same level, or move from
one level to another.

Delete Item button Removes the selected item from all views.

Clear Value button Removes the item from the selected folder or column.

Item: Show Levels
Displays the Show Levels dialog box, in which you can hide and expand your outline
level by level by clicking the level number buttons.

Show Levels dialog box

For™ Al € Selected
 Unselected Only

E 7 & 4 Al

All Select this option to affect your entire outline.
Selected Select this option to affect only the selected items and their subitems.

Unselected Only Select this option to affect your entire outline with the exception of the
selected items. This is useful if you want to collapse every item other than the selected
items (to see the context of the selected items more clearly).

ltem: Show Sub-ltems

Displays or hides subitems of the selected items.
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Item: Show Sub-ltems: Hide

Hides all subitems of all selected items. This command is available when selected items
are expanded.

[tem: Show Sub-Items: Expand

Displays all subitems that were displayed before the items were last hidden. This
command is available when selected items are collapsed.

Item: Show Sub-ltems: All Subs

Displays all subitems of all selected items.

Item: Show Sub-Items: 1 Level Only

Displays one level of subitems below each of the selected items.

Item: Move ltems

Moves the selected items up, down, left, or right.

Item: Move Items: Up

Moves the selected items and their subitems up one position, but does not change their
outline level.

Item: Move Iltems: Down

Moves the selected items and their subitems down one position but does not change their
outline level.

Item: Move ltems: Left

Moves the selected items and their subitems left (promotes them) one level.

Item: Move Items: Right

Moves the selected items and their subitems right (demotes them) one level.

ltem: Mark As Done

Marks the selected items or subitems as done. You can specify that To-Do’s and other
tickler items remain shown in the Calendar until they are marked done. Choosing this
command removes such items from the Calendar, even if the command is applied to the
item within another view. Marking an item as done also adds it to the Done folder. Most
templates have a Completed Work notepad where items will appear when they have been
marked as done.
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ltem: Make Item Private

Makes the selected items and their subitems private or reverses that action. You can
choose this command for items even if they have not been shared. When the view
containing those items is made public, the items will remain private.

Format Menu

Commands on the Format menu let you format the text of items and outline levels and
specify the type of outline labels you want to use.

Format: Character

Displays the Character dialog box, in which you can specify character formats or apply an
outline style to previously formatted text.

Character dialog box

Character [7]x]
Eont [arial B lﬂl
sizz [o ] Cancel |
Color |i Black B
Stde: 7 Plain I Bold I Superscript

I Underdine [ falic I Subscript

Exampl
’7AaEchDdEeWwaYyZzUW23456789 ‘

Feapply Outline Style to Selected Text Reapply

Font Displays the selected text in the font you specify.
Size Displays the selected text in the point size you specify.
Color Displays the selected text in the color you specify.

Style Displays the selected text in the style you specify. You can select more than one
attribute at a time.

Example Displays text with the attributes you've specified.

Apply button Applies the specified attributes to the selected text. If you hold down the
CTRL key while you choose this button, ECCO applies the specified attributes to the
outline style for the levels of the selected items.

Reapply button Reapplies the outline style associated with the outline level of the
selected text, removing any character formatting you've applied.

Format: Font

Formats the selected text in the font you specify (such as Arial or Times New Roman).
Choose More to display more fonts.
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Format: Size

Formats the selected text in the point size you specify.

Format: Style

Formats the selected text in the style you specify (plain, bold, italic, underline,
superscript, and subscript).

Format: Color

Formats the selected text in the color you specify.

Format: Text Touch-Ups

Displays a menu that allows you to create, edit, or apply a text touch-up, which is a
custom set of character attributes (font, size, color, and style). Text touch-up styles
override outline styles.

Format: Text Touch-Ups: New

Displays the New Named Text Touch-Up dialog box, in which you can create a custom
set of character attributes for the selected text.

New Named Text Touch-Up dialog box

New Named Text Touch-Up [=1x]
Text Touch-Ups can be applied to & range of text 1o override

the Qutline Style

Narne: 0 Apphy

Eont: h Cancel |
Size. | j

Calar: g

Style: ™ Plain I Bold ¥ Supetscript

% Underline  ltalic ¥ Subscript

Exampl
(AaEhC:DdEeWWXxVyZzDW23455789

Blank combo boxes and grey checkboxes indicate attibutes
that will be ignared when this Touch-Up is applied,

Name Type here a name for your text touch-up.

Font Displays the selected text in the font you specify.
Size Displays the selected text in the point size you specify.
Color Displays the selected text in the color you specify.

Style Displays the selected text in the style(s) you specify (plain, underline, bold, italic,
superscript, and subscript).

Example Displays text with the attributes you've specified.

Apply button Applies the specified text touch-up to the selected text.
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Format: Text Touch-Ups: Manage

Displays the Manage Text Touch-Ups dialog box, in which you can create a new text
touch-up, rename or edit an existing text touch-up, delete a text touch-up, or reorder the
list of text touch-ups .

Manage Text Touch-Ups dialog box

Manage Text Touch-Ups [=]
Edit/Create Text Touch-Ups oK.

]

I

Rename: [l & Red

Cancel

ew

Edit

Bl

Delete

Reorder
U5 [ [on

i
=

Rename Type here the new name you want to give the text touch-up.
New button Displays the New Named Text Touch-Up dialog box.

Edit button Displays the Edit Named Text Touch-Up dialog box (identical to the New
Named Text Touch-Up dialog box), in which you can modify an existing touch-up.

Delete button Deletes the selected text touch-up.

Reorder buttons Move the selected touch-up(s) up or down one row at a time on the
Text Touch-Ups menu. You might want to move the touch-ups you use most often to the
beginning of the list.

Format: Text Touch-Ups: <Named Text Touch-Up>

Displays a list of existing text touch-ups. When you select a text touch-up from the list,
ECCO applies it to the highlighted text.

If you hold down theTRL key while you choose the text touch-up, ECCO applies the
attributes of the touch-up to the outline styles for the selected items.

Format: Outline Styles

Displays the Outline Styles dialog box, in which you define a style (font, size, color, and
style) for all items of the selected level in your outline.
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Outline Styles dialog box

Outline Styles [2]x]
Define Outline Style for Selected Levels T Zomy |
Eont. [arial ] Cancel |
Size. |s j
Color: [l Black -

Stle: ¥ Plain [ Bold [ lalic [ Underline
Exampl ‘

’VAaEhC:DdEEWWXxVyZzDW 23456789

I Usa this view's outing stylss for newviews
—  Toavaidthis
Press Cirl ke whils making chaices fram main Format menu

Font Displays the outline level in the font you specify.
Size Displays the outline level in the point size you specify.
Color Displays the outline level in the color you specify.

Style Displays the outline level in the style(s) you specify (plain, bold, italic, and
underline).

Example Displays text with the attributes you've specified.

Use this view's outline styles for new viewsSelect to set these outline styles as the
default for new views you create.

Apply button Applies the specified attributes to the outline level.

Format: Outline Labels

Displays or hides outline labels and allows you to create new or edit existing outline
labels. This command is not available in either the Calendar or the PhoneBook.

Format: Outline Labels: Show Labels

Shows or hides all labels in the outline.

Format: Outline Labels: Skip Label & Icon

Skips the label for the selected items and hides the item bullet, but resumes the labeling
sequence with the next item.

Format: Outline Labels: Restart Sequence

Restarts the labeling sequence beginning with the selected items.

Format: Outline Labels: New

Displays the Outline Labels dialog box, in which you can create custom label formats (for
example, I, 11, 1ll; 1, 2, 3; A, B, C) for selected outline levels.
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Outline Labels dialog box

Qutline Labels [2]x]

Create a New Outline Label

Rename: I

Cancel

i

1.8 Qutfine Level 1
1. © Outline Level 2
1. @ Outline Level 3
1. @ Outline Level 4 Lebet [123 =
1. © Outline Level 5
1. © Outline Level § Suffix
1. @ Outline Level 7
1. © Outline Level 8
1. © Outline Level 9 Based On

Prefie [<none> =

o]

I Curnulative

—Help

Click & Drag mouse over Levels to Edit Cr-Click ta select multiple, dis-contiguous
Levels. Create custom prefixes 8 suffixes by typing direcily into Prefix and Suffic
boxes

Rename Type here a name for the outline label you are creating.

Prefix Choose or type the prefix you want displayed in front of the label. The prefix can
be up to two characters long.

Label Choose a Roman or Arabic numeric or an alphabetic format for the label (for
example, I, I, 1ll; 1, 2, 3; A, B, C).

Suffix Choose or type the suffix you want displayed behind the label. The suffix can be
up to two characters in length.

Cumulative For a given level, displays the labels for all levels to its left. This feature is
useful for tracking item levels in long documents.

Based On button Displays a dialog box, in which you can apply attributes of an existing
label to all levels or to selected levels only.

Format: Outline Labels: Manage

Displays the Manage Outline Labels dialog box, in which you can edit, delete, reorder,
and rename existing outline labels. You can also create a new outline label from this
dialog box.

Manage Outline Labels dialog box

Manage Outline Labels

Edit/Create Oulline Labels |
Rename! [Simple Numeric Labels Cancel

Simple Numeric Labels

[Alphanumeric Labels N
Edit

Delete

ik

Reorder

wfw]

Rename Type here the new name you want to give the outline label style.
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New button Displays the Outline Labels dialog box, in which you can create a new
outline label style.

Edit button Displays the Outline Labels dialog box, in which you can edit an existing
outline label style.

Delete button Deletes the selected outline label style.

Reorder buttons Move the selected outline label(s) up or down one row at a time on the
Outline Labels menu.
Format: Outline Labels: <Named Outline Labels>

Lists all existing outline labels. Choose a name to apply a set of labels to the active view.
The default named set of outline labels is called Simple Numeric Labels.

Tools Menu

Commands on the Tools menu let you sort items; insert files into ECCO; launch other
programs from ECCO; manage alarms and tickler items; customize the toolbar; specify
ECCO default preferences; and display or hide the column grid, dialog alerts, and the
Shooter.

You can also apply a filter to see only items with values that match criteria you specify,
and create forms that automate your work by adding items and their values to several
folders at once.

Tools: Sort View

Displays the Sort Items dialog box, in which you can sort items or subitems subordinate
to the selected folders or items in the active view.

Sort Items dialog box

Sort ltems [z]x]
LR
€ Sub-items of selected items or folders Cancel
Sortkey 1 Sortkey 2

<item text> =l [eno sortkeys &
& Ascending ) Azcending

€ Descending € Descending

Quickly sert @ calumn with Sert Up and Sort Dawn in the
column shartcut menu: elick the right mause buttan in a column

Entire view Sorts all top-level items in the active view. In the Calendar, this option
changes to Tickler Sections and sorts all items displayed in the Tickler section.

Sub-items of selected items or foldersSorts the subitems of the selected items or
folders.

Sort key 1 Select a column or item text as your primary sort key.
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Sort key 2 If appropriate, select a column or item text as your secondary sort key.

Ascending Sorts items in ascending order. If the selected column is a pop-up list, items
whose value is first in the list will be sorted first.

Descending Sorts items in descending order.

Tools: Filter View

Filters allow you to limit the display of items in the view to those items that meet the
criteria you specify.

Commands on this menu let you create a new filter, edit an existing one, ignore a filter
and see all the information in a view, or apply an existing filter to a view. A checkmark
appears next to the name of any filter currently in use.

Tools: Filter View: New

Displays the Filter Current View dialog box, in which you can create a filter and display
specific information contained in the view. After you create a new filter, it is applied to
the active view.

Filter Current View dialog box

Filter Current View HE
Show only Items for which
Choose Calumn Operatar Value:

[Priority =] [Ecuals o Jeow
7 Add o menu Name:  [Priorty

| Cancel| Advanced.. |

Show only Items for which Specify a column, operator, and value for your filter:

Choose Column Displays a list of the columns currently displayed in your active
view.

Operator Displays a list of comparison phrases (equals, greater than, less than, and
S0 on).

Value Type here a comparison value, if applicable.

Add to menu Type here a nhame for your filter to save it and add it to the Filter menu for
use in other views. Filters added this way are also available to you from the Find and
Find And Replace, dialog boxes. This option is available only if the selected column has
a heading.

Advanced button Displays the Create A New Filter dialog box and the Add To Filter
dialog box, in which you can specify multiple folders and sets of criteria for your filter.
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Create a New Filter dialog box

Creale a New Filter
\fiew liems that Match

[ Bob has any value

and Priorif equals High

Tadd Uine.

Modity

i

Delete

i

I Addtomenu: Nams | Simple

View Items that Match Displays the list of columns (and column values) and folders
(and folder values) that are the criteria for the filter.

Add Line button Displays the Add to Filter dialog box, in which you specify the column
or folder, value, and operator for each criterion, and specify whether you want items to
match more than one criteria (And) or any of the criteria (Or). Choose the Add button to
add one or more criteria. When you are finished adding criteria, choose the Close button
to return to the Create a New Filter dialog box.

Modify button Displays the Modify Filter dialog box, similar to the Add to Filter dialog
box, in which you can change the criteria for the filter.

Add to menu Type here a name for your filter to save it and add it to the Filter menu.
These same filters are also available to you from the Find and Find And Replace dialog
boxes.

Delete button Removes the selected criterion from the Criteria list.
Simple button Redisplays the Filter Current View dialog box.

Tools: Filter View: Manage

Displays the Manage Named Filters dialog box, in which you rename or delete existing
named filters or reorder them on the menu.

Manage Named Filters dialog box

Manage Named Filters

|

Edit/Create Named Filters

Bename: | Cancel |
Business
Personel Cantacts New
it
eIt
Raarder

Lo | o |

15 [ Eke PulliE

a

Rename Type here the new name you want to give the selected filter.
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New button Displays the Create a New Filter dialog box, in which you can create a new
filter.

Edit button Displays the Edit A Named Filter dialog box (identical to the Create A New
Filter dialog box) and the Add To Filter dialog box, in which you can modify an existing
filter.

Delete button Removes the selected filter.

Reorder buttons Move the selected filter(s) up or down one row at a time in the Filters
menu.

Tools: Filter View: Ignore Filter

Ignores the applied filter and displays all information contained in the view. When
chosen again, this command restores the filter .

Tools: Filter View: <Named Filters>

Applies the filter to the active view, displaying only those items that match the filter.

Tools: Sum

Displays the Calculate Sum dialog box, in which you can specify columns for which you
want to calculate a numeric total.

Calculate Sum dialog box

Calculate Sum [71]
Items 10 Caloulate Close
& Selected items anly e
[ Caloulate |
© Alltems in view
Type af sum
& Sum the value of | for each item
© Foreachitem multiply | i El
then add up the resuls
Resul

IV Jdd T otals! line 10 view (6.0 for prining)
(You may delete this item at any time)

Hints:
Checkmark calumns produce = count
Appointment and Date columns add up hours and minutes

Other columns (2.g. popup and texi) add up only actual numeric valuss

Items to Calculate Specify whether you want to calculate a sum of the selected items
only or all items in the view.

Type of sum Choose whether you want to total the values in one column or multiply one
column by another column and total the results. From the drop-down lists, select the
columns whose values you want to use.

Result Displays the result of the sum, after you choose the Calculate button.

Calculate button Calculates the sum for the columns you specified.
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Tools: New Form

Displays the Create New Form dialog box, in which you can create a form. The forms
created here can be used with the Add New Item By Form, View Item By Form, and
Apply Form To Items commands.

Create New Form dialog box

The options in the following dialog box are also available in the Edit Form dialog box,
which appears when you choose the Edit button in the Manage Forms dialog box.

Choose a folder or column to add to your new form.

Create New Form dialog box

Create New Form

Rename:

Choose Fields: Fields Chasen:

[z]=]

cancel |

Mew Fiel
Defaulty/alies:.

System (check)
NetLocation

Recuring Note Dates (date)
New Calumns (check)
Priority (popup)

Cortact Type (popup)

Last Call {dale)

Christmas Card {check)
Search Results (check)
Scheduling (check)
Appaintments (date)
ToDo's (date)

Daily Motes {dats)

le s

Reorder.

Wa ||l
<X EEmEye

Rename Type here a name for your form.

Choose FieldsDisplays a list of columns or folders you can add to the new form.

Fields Chosen Displays a list of the columns or folders you have added to the new form.

Add button Adds the selected column(s) or folder(s) to the new form.
Remove button Removes the selected column(s) or folder(s) from the new form.

New Field button Displays the New Field & Column dialog box, in which you can

create a new column or folder to add to your form and specify the column or folder type.

Default Values button Displays the Set Default Values For Form dialog box.
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Set Default Values for Form dialog box

Set Default Values for Form
Setdefaultvalues forfields in the form

Contart Type -] Cancel

ClearValue

L (7] y]
When choosing 'Apply Form o fiems' comman:
1= | Al farm, donjidiep ey dialon,

Reorder buttons Move the selected column(s) or folder(s) up or down in the Folder list
one row at a time.

Set default values for fields in the formClick to the right of each column or folder
name to create or change the default value to be associated with the item when the form is
applied.

Apply form, don’t display dialog When you next choose the Apply Form To Items
command, the form will be applied using its default settings, without displaying the Apply
Form dialog box. This option is available only when all columns or folders have default
values.

Clear Value button Removes the selected default value.

Tools: Manage Forms

Displays the Manage Forms dialog box, in which you rename or delete existing forms or
reorder them on the menu.

Manage Forms dialog box

Manage Forms [2]x]
Edit/Create Forms TR |
Bename [ Cancel |

Standard Phone Form
PhoneBook & Expenses -
Business =
Personal it
Expense =
Rearder
0 e
1= vlete Public

Rename Type here the name you want to give the selected form.

New button Displays the Create New Form dialog box, in which you can specify options
to create a new form.

Edit button Displays the Edit Form dialog box, in which you can edit the settings for the
selected form. This dialog box is identical to the Create New Form dialog box.
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Deletebutton Deletes the selected form or forms.

Reorder buttons Move the selected form(s) up or down one row at a time on the Forms
menu.

Make Public Makes the selected form(s) public. When a form is shared, it is available
to other users. This option is valid only if you've previously made the ECCO file
available by choosing the Share This File subcommand from the Network command on
the File menu.

Tools: Add New Item By Form

Displays a list of named forms. Choosing a named form displays the Add By Form dialog
box for that form. In this dialog box, you can specify options to create a new item and
add it to ECCO by form without having to first add it to any specific view.

Add by Form dialog box

Add by Form: Standard Phone Form 1]
Add & new ftam, specifying foldars and column valuss

PhoneBaok Name (ftem Tex) A

Close

Click below to specity folders & column valuss for tem [~ Add 1o active View

Al As Butn
FhoneBoak = A‘
M/ Ms.

Job Title ClearValue
Al DefEulfs

Add a new item, specifying folders and column value3ype here the text of your item.

Click below to specify folders & column values for the item aboveDisplays a list of
the columns or folders associated with the selected form. Click to the right of each
column or folder name to create or change the value to be associated with the item.

Add button Adds the item to the form’s folders and lets you continue adding items.
Close button Closes the Add By Form dialog box when you are done adding items.

Add to active View Adds the item to the active view and either enters values for the
form’s columns or adds the item to the form'’s folders.

Add As Sub button Adds the item as a subitem to the selected item in the active view.

Clear Value button Prevents the item from being given a column value or from being
added to the selected folder.

All Defaults button Restores the default values of all columns as defined in the form.

Tools: View Iltem By Form

Allows you to
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* View and edit individual items by form.

* See which of the form’s folders and columns the item is in.

* See each item’s associated column values.

* Navigate through the items in a view and see and edit their folders and column values
in a form. For a better understanding of folder values, see the chapter or online help
on “Folders.”

Displays a list of existing forms. When you select a form from the list, the View By Form

dialog box is displayed. In this dialog box, you can view and edit the selected item’s

folders, columns, and associated values for the form you chose. You can also use the

Next button in this dialog box to move sequentially through a view and see the form’s
folders, columns, and values for each item.

View By Form dialog box

View by Form: Task Assignment 1]

Show Form info for ftem selected in view. -
tern Text ok

o [Coordinate conferance all Close

Click below to editfolders & column values for item

= Erev | Next

Delete fterm

ClearValue
All Defaults

His |

L 0 o)

Show Form info for item selected in viewDisplays the text of the selected item.

Click below to edit folders & column values for the item aboveDisplays a list of the
columns or folders associated with the selected form. Click to the right of each column or
folder name to create or change the value to be associated with the item.

Prev and Next buttons Navigate through the items in the active view, displaying each
item’s columns and associated values by form. You can move up or down the outline at
the same level or move from one level to another.

Delete Item button Deletes the selected item(s).
Clear Value button Removes the item from the selected column or folder.
All Defaults button Restores the default values of all columns as defined in the form.

Hints button Displays some helpful hints on forms.
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Tools: Apply Form To Items

Displays a list of existing forms. When you select a form from the list, ECCO displays
the Apply Form dialog box, in which you can set column values and apply the form to the
currently selected items in the active view. Allows you to put multiple items into a set of
folders or columns at one time and associate values for those items with each of the
columns in the form.

If you selected the Don't Display Dialog checkbox when you created the form, ECCO
applies the default columns and values in the form to the selected items without
displaying the Apply Form dialog box.

Apply Form dialog box

Apply Form: Standard Phone Form (1]
Applyform values to all items selected in view.
PhoneBook Name (item Texi)

a [etManage. Inc. Close

Click below to specify folders & column values for item

PhoneBook
M /M
Joh Tite

don't chenge
den't change
don't change

Ignore
AlEEE

Hints

den't change
don't change

don? change

L o) 0

L

Item text Displays the text of the selected item.

Click below to specify folders & column values for the item aboveDisplays a list of
the columns or folders associated with the selected form. Click to the right of each
column or folder name to create or change the value to be associated with the item.

Ignore button Prevents the item from being given a column value or from being added
to the selected folder.

All Defaults button Restores the default values of all columns or folders as defined in
the form.

Tools: Get Disk Files

Inserts file, directory, or program names into ECCO.

Tools: Get Disk Files: From File Manager/Explorer

Opens the File Manager if running Windows NT 3.5x or Windows Explorer if under
Windows 95 or Windows NT 4.0 or later, from which you can insert references to one or
more files, directories, or programs into ECCO by using the Shooter.

Tools: Get Disk Files: Browse, Add As Item

Opens the Choose File Name To Paste dialog box in which you can select a file to insert
as a reference in ECCO.
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Tools: Get Disk Files: Browse, Add To Menu

Opens the Add File Name Or Program To Menu dialog box in which you can select a

program application, batch file, and so forth to add to your ECCO menu.

Add File Name or Program to Menu dialog box

Add File Name or Program to Menu

File name: | ok

Files oftype: ~ [Allfiles () IF| Cancel
Help

Menu Text Type in the text you want displayed on the Get Disk Files menu. If you
leave this blank, ECCO automatically supplies the filename.

File Name Select the file that you want added to the menu.

Files of Type Select the type of file—program files (*.EXE, *.PIF, *.BAT) or all files
(*.*) — that you want displayed in the files list box.

Look in box Select the drive where the file is located if the file is on another drive.

Toolbar icon Select a toolbar icon for this menu item by clicking the up and down
arrows to the right of the icon.

Tools: Get Disk Files: Manage Menu

Opens the Manage Menu dialog box in which you can rename, delete, or reorder
programs on the Get Disk Files menu.

Manage Menu dialog box

Manage Menu [=1x]

==
I Cancel

RenameType the new name you want to give the selected program. This new name will

then appear on the Get Disk Files menu.

Programs boxSelect the program item that you want to change.
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DeleteRemoves the selected program item from the Get Disk Files menu.

Reorder buttons Moves the selected program item up or down in the Get Disk Files
menu.
Tools: Get Disk Files: < Files to Launch >

Launches the named file.

Tools: Launch

When a filename is selected, choosing this command launches the program and opens the
file. When an executable file (which has an .EXE file extension) is selected, choosing
this command launches the program.

Tools: Launch Internet
Launches an Internet World Wide Browser (see README.ECO for supported browsers)

Tools: Timex Data Link

Walks you through the process of downloading your ECCO data into a*Deea-Link
Watch. For more information, see the chapter or online help on “Importing and
Exporting.

ECCO Timex Data Link dialog box

Ecco Timex Data Link

Select the information to transmit fram your Ecen
file 1o your Timex Datalink watch

* Appointments ﬂl

¥ To-Do's and Ticklers
W Anniversaties Options

™ Alarms

¥ Phone numbers

Select the types of items to be sent from your ECCO file to the Timex watch.

Tools: Timex Data-Link: Options

Displays a menu that allows you to specify the watch model and the type and amount of
data to send from ECCO.
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ECCO Timex Data Link Options dialog box

Ecco Timex Data Link Options

e
Timex Date.Link 150 Yatch ] =
Cancel
Transrmit using:
& Monitor ¢ Laptop adapier
Information to transmit
10 days of Appointments

3 days of To-Do's and Ticklers, priaritized by date

0 days of monthly & yearly Anniversaries. and mult-days

3 days of Alams
Phone numbers selected using | Timex column

Watch model Select the Timex watch you will be transferring data to.
Transmit using Select the method of transfer — Monitor or Laptop adapter.

Information to transmit Select the number of days of Appointments, To-Do’s and
Ticklers, Anniversaries, and Alarms to transmit.

Phone numbers selected usingnter the name of checkmark column that specifies
which items are to be transmitted.

Tools: Pilot HotSync Options

Note: This feature is available only in the 32-bit version of ECCO Pro. The Pilot
HotSync Options command on the Tools menu is displayed, but disabled, in the
16-bit version of ECCO Pro.

This displays the Pilot Synchronization Options dialog box.

General IEaIendarl F'hnneBnnkI Tn-Dn'sI Memnsl
Synchronize These Modules
¥ PhoneBaok ¥ ToDo's
¥ Calendar W Memos

HotSyunc

T Cancel ey
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General

Field Meaning

PhoneBook Synchronize data in ECCO’s PhoneBook and Pilot’'s Address
Book.

Calendar Synchronize data in ECCQ'’s Calendar and Pilot’s Date Book.

To-Do’s Synchronize data in ECCO’s To-Do’s section and Pilot’'s To Do
List.

Memos Synchronize data in ECCO'’s Notepads and Pilot's Memo Pad.

HotSync button Launches Pilot HotSync Manager or maximizes if minimized.

Calendar, PhoneBook, To-Do’s, and Memos

Field Meaning
No Subs Do not synchronize subitems for the selected module.

Delete As Archive Any data deleted on the Pilot should be assigned to ECCO'’s
archive folder.

Normal Sync Synchronize data that is new or has been modified for the
selected module.

Full Sync Synchronize all data regardless of status for the selected module.

Clear Pilot Data First  Erase the data in the selected Pilot module before resending
ECCO data.

Note: The Memos tab does not have an option for No Subs.

Tools: Alarms

Displays a menu with commands that let you create new alarms, review existing alarms,
and edit existing alarms. Alarms are used to warn you about important events before
they occur.

Tools: Alarms: Create New Alarm

Displays the Create an Alarm dialog box, in which you can create a simple alarm or a new

named alarm. This command is unavailable in the Calendar, where alarms can be
attached to items using the Date Settings dialog box.
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Create an Alarm dialog box

Create an Alarm [2]x]
¥ Attach alarm to selected ftem
Alarm [Call bank aboutloan oK |
Texd
Cancel
Date: [5714/97 - Time: _hn | v |
Tpe: [Sirmple Alarm z

Attach alarm to selected ItemAttaches the alarm to the selected item and displays the
item’s text in the Alarm Text box.

Alarm Text Type the text you want the alarm to display when it “goes off.” Typing will
be disabled if the alarm is attached to a selected item.

Date Select the date on which you want the alarm to go off.
Time Select the time at which you want the alarm to go off.

Type If you select the Simple Alarm option, the alarm displays a text message at the
specified time.

If you select the Custom option, the Custom Alarm dialog box (similar to the Alarms
dialog box) appears. Use the Custom Alarm dialog box to set multiple alarms for this
event.

If you select the Manage option, the Manage Named Alarms dialog box appears.

If you select any named alarm, the times and options specified by the named alarm will be
invoked relative to the date and time of this event.

Tools: Alarms: Review Alarms
Displays the Review Alarms dialog box, in which you can view upcoming alarms and
delete those you no longer want.

Review Alarms dialog box

Review Alarms [7]x]

Alarms occuring the wesk of [511 797 B oK
Mext Alarm Appt Date Alan Caiee

5/147.00 5714 7.00
Delete

Alarms occurring the week ofSelect the week for which you want to review your
alarms.

Next Alarm: Displays a list of dates for which alarms are set.

Appt. Date: Displays the dates of the events associated with the upcoming alarms.
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Alarm Message Displays the events or messages associated with the upcoming alarms.

Delete buttonn Deletes the selected alarm.

Tools: Alarms: Manage Named Alarms

Displays the Manage Named Alarms dialog box, in which you can create or edit named
alarms, delete existing named alarms, or reorder the list of named alarms.

Manage Named Alarms dialog box

Manage Named Alarms 1]
Edit/Create Named Alarms

i

Rename: [

Cancel

& Minutes Before
30 Minutes Before

New
5+ 15 + 30 Minutes Before

Edit

DE[Ete

Reorder
o3

5
¥

i

RenameType the new name you want to give the selected alarm.

New button Displays the New Named Alarm dialog box, in which you can specify
options to create a new named alarm. This dialog box is similar to the Alarms dialog box.

Edit button Displays the Edit Named Alarm dialog box, in which you can modify an
existing named alarm.

Delete buttonDeletes the selected named alarm.

Reorder buttons Move the selected named alarm(s) up or down on the menu one row at
atime.

Tools: Ticklers

Displays the Show Item in Calendar Tickler Section dialog box, in which you can choose
to display the currently selected item as a tickler item in the Tickler section of the
Calendar.

Show Item in Calendar Tickler Section dialog box

Show Item in Calendar Tickler Section HE
Add Tickler For: [5714797 i oK I
Advancewaming:  |Nene 3] ﬂl

(Biegin shawing in Calendar)
Carry Forvard Until marked Done |

Tyme of Tickler (Add to which Falder)
[ToDos |

Add Tickler For Specify the event date you want to associate with the tickler item.

Advance warning Specify the date you want to begin displaying the tickler item before
the event date associated with the tickler item.
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Carry Forward Specify the date you want to stop displaying the tickler item. Options
range from the date associated with the tickler item to as many as two weeks after, or until
you mark the item as Done.

Type of Tickler (Add to which Folder) Specify the date folder into which you want to
put the tickler item. Tickler items are organized by folder in the Calendar.

Tools: Move Iltems’ Dates

Allows you to move selected items forward or backward in terms of their dates.

Move Items’ Dates dialog box

Move ltems' Dates [2]x]

Forall selected tems, move all dates forward or
backward,

Add [T days 10 each date

{Negative numbers are permitied)

IV Count business days only

K Cancel

Add < > days to each date Type the number of days you want the item to be moved
forwards or backwards.

Count business days only  Allows you to exclude weekends in your item movement.

Tools: Time & Expenses

Displays the Set Up Time Expense Billing dialog box, adds to the current ECCO file a
Time & Expenses notepad and an Expenses form, and then displays the Calculate Time
and Expense Billing dialog box. Once you have set up the notepad and form, this
command displays the Calculate dialog box immediately.

You can enter expenses directly into the Time & Expenses notepad; or you can use the
form to add expense items or associate expense values with any phone log, appointment,
or other item.

Calculate Time and Expense Billing dialog box

Calculate Time and Expense Billing 1]

Colculate expense totals for Calculate
Al lems inview
© Selecled ltems anly

F DateRange:  [472/97 [ [ar6s97 B
I™ Billing Code:
[ Expense Type: | Transporation F

Default Hourly Rate: § 22.50

(Usad for any itam thet doesn't have & rate in the view)

¥ Addl 'Totals" line to view (e.g. for printing)
(ou moy delete this item ot any tims)

Calculate expense totals for  Specify whether you want to calculate a sum of the
selected items only or of all items in the view.
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Items matching Specify whether you want items’ column values to match a date range,
a billing code you enter, or an expense type that you select from the drop-down list.

Default Hourly Rate Enter a dollar amount.

Add “Totals” line to view  Adds a Totals item to the Time & Expenses notepad, listing
the date the total was calculated, with subitems for hourly and other expenses.

Calculate button Calculates the sum for the items you specified and displays the results
in the Calculated Expenses dialog box.

Tools: Time Logger

Displays the Time Logger dialog box, in which you can log the duration of a job, task, or
phone call.

Tools: Phone/Time Log

Phone / Time Log dialog box

Phone / Time Log =]
Show Phaone { Time Log Entries
From: [5/15/97 H 1o [srye7 B

Displays the Phone/Time Log dialog box, in which you can display all your phone/time
log entries between specific dates in a Notepad.

Tools: Toolbar

Displays the Toolbar dialog box, in which you customize the toolbar display. (You can
also customize the toolbar by using the right mouse button to drag icons.)

Tool Bar dialog box

{ Toolbar [21x]
I™ Showlarge buttons with captions
Actiol Desciiptio
Close
& Add/Arangs loons || - Chose any menu ter (no action will oceur):
® M ERID - Drag new icon fram repeat box itop fight of
. toalkar).
Add/Del Spaces - Drag icon to re-positian: drag off barto delste
Fo
’7 Main Window[1 ow 7| views[1row 7] Shooter|1ow 7] ‘
To Avoid this dislog
Use right mause bution 1o drag icans: right mouse bution + Shittto add/delete spaces: right
mouse bution + Ot to move groups of icans

Show large buttons with captions When selected, the toolbar shows large icons with
captions for each toolbar button. Otherwise, the toolbar shows small icons without
captions.

Action Specify the icon action you want to take:
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Add/Arrange Icons Allows you to add or arrange the icons.

Arrange Groups Allows you to move groups of icons as a single unit.

Add/Del SpacesAllows you to add or delete spaces between icons on the toolbar.
Description Describes the procedure for each action you want to take.

Rows Specify the number of toolbar rows you want displayed:

Main Window Specify the number of rows you want displayed in the toolbar of the
ECCO program window.

Views Specify the number of rows you want displayed in the toolbar of the ECCO
view windows. This setting is specific to each type of view.

Shooter Specify the number of rows you want displayed in the Shooter toolbar.

Tools: Display

Commands on this menu let you display or hide the column grid and restore any dialog
box alert messages you have turned off.

Tools: Display: Column Grid

Displays or hides the column grid (vertical column lines) in the column pane of the active
view only.

Tools: Display: Restore Dialog Alerts

Restores any dialog box messages you previously turned off.

Tools: Options
Displays the ECCO Options property sheet.

[ [x]

Files | Mail System |

—Fils Optiof
¥ Autosave all files svery lm
¥ Autosave onfile dose
™ Open lastfile on startup

~ Other
F Show Column Brompts
F Display Shooter
Keyboord oooess to Shooter menu: Ot + A+ [3

User name for report headings:  [Bruce Keever

ok | camcel | appy
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Files tab

Autosave all files every

Autosave on file close

Open last file on startup

Show Column Prompts

Display Shooter

Keyboard access to Shooter
menu: CTRL+ALT+

User name for report
headings:

Apply button

Select a time interval from the list to save your file
automatically at regular intervals.

Select this option to save your file automatically on
closing. If this option is not selected, ECCO overrides
this setting when you are working in a shared file.
(When you are using a shared file, your changes are
saved automatically in the shared file as they occur.
Therefore, to ensure the highest level of data integrity
and consistency, ECCO saves any file associated with a
shared file automatically on closing.)

When you start ECCO, automatically opens the ECCO
file last opened.

Select this option to display column descriptions in
column cells.

Specifies if you want the Shooter icon to be displayed.

Specify the keyboard combination you want to use to
display the Shooter menu using the keyboard.

Specify the user name you want to appear in headers
when you print.

Becomes active when changes are made to the property
sheet. Changes are implemented, but the property sheet
remains open.

ECCO Preferences dialog box

[ [x]

Files  Mail System |

ail Client

[Chamelean AT forWindows (95/NT) E|

Log

I~ Login ot startup

7 Checkmailevery 10  minutes when lagged in

ok | Cancel Apply

Mail System tab

Mail client

Displays the mail system you will use for connecting to

Page 332



the ECCO Waorkgroup.

Login at startup Select to login to your mail system when starting
ECCO. If unchecked, ECCO will not start your malil
program until a you perform a ECCO Workgroup
function such as opening a shred file or sending a group
meeting request.

Check mail every Select this option if you want ECCO to check for
meeting mail or merge files (for file synchronization) at
the specified time interval. If this option is not
selected, you must launch the mail check manually each
time you want to check for new meeting messages.

Apply Button Becomes active when changes are made to the property
sheet. Changes are implemented, but the property sheet
remains open.

Column Menu

The Column menu includes commands for hiding, displaying, inserting, or deleting
columns; modifying column properties; naming, aligning, moving, or sizing columns; and
making the contents of a column public.

Checkmarks and values in column cells are always associated with items on the same line,
just as spreadsheet cells are commonly associated with their titles. When you move an
item, the values and checkmarks in columns move with the item. For more information,
see the chapter on online help on “Columns and Values.”

Column: Show Columns

Shows or hides the column pane in the active view. This command is unavailable if there
are no columns. To create columns, choose Insert columns.

Column: Insert Column

Inserts the column type you specify. The available column types are folder, text, number,
checkmark, date, pop-up list, and Gantt.

When you insert a column, ECCO automatically creates a new folder with the name and
adds it to the list in the folder window. The column can then be added to any other view
as a folder column using the Insert Column: Existing Column or Folder command.
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Column: Insert Column: Existing Column or Folder

Displays the Insert Folder Columns dialog box, in which you choose one or more folders
(or named columns from other views) to insert as columns. When you make multiple
selections from this dialog box, ECCO creates a separate column for each folder you
select. You can also insert a folder column by dragging a folder from the folder window
to the column pane.

Column: Insert Column: New Text

Displays the Column Heading dialog box, in which you can type a heading to display in
the column. Inserts a column that allows you to type text into its cells.

Column: Insert Column: New Number

Displays the Column Heading dialog box, in which you can type a heading to display in
the column. Inserts a column that allows you to type a number into its cells.

Column: Insert Column: New CheckMark

Displays the Column Heading dialog box, in which you can type a heading to display in
the column. Inserts a column that allows you to enter checkmarks (or other one-character
symbols) into its cells. Clicking a cell toggles the checkmark on or off. To change the
checkmark symbol, use the Checkmark command on the Column menu.

Column: Insert Column: New Date

Displays the Date Column Heading dialog box, in which you can type a heading to
display in the column. Inserts a column that allows you to enter dates into its cells. After
you select a date column, you can enter, view, and edit dates in the cells of the column.

Use the Column Properties command to specify the date format you want to use.

Column: Insert Column: New Pop-Up List

Displays the Insert Pop-Up List Column dialog box, in which you can specify a pop-up
list of values for the column. For example, the pop-up list values for a column titled
“Priorities” might include the values “High,” “Medium,” and “Low.” You could click on
any cell in the column and choose one of the priorities for the item on that line .

The Insert Pop-Up List Column dialog box is identical to the Pop-Up List Column Values
dialog box.

Column: Insert Column: New Gantt

Displays the Create New Gantt Column dialog box, which allows you to create a Gantt
chart column for the items in that view.
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New Gantt Column dialog box

Create New Gantt Column [21x]
oK.

CharRange: [5/1/97 [ o [erie7 B
E:"DDEE folders which best describe startand end of each Gantt Cancel

Start [StanDates =] End: [Due Detes B

BarColor: ([l DxBle -

Chart Range Select the date range on which you want to base your chart.

Choose folders which best describe start and end of each Gantt b&elect the date
folders on which you want to base the start and end date of the bars of your chart.

Bar Color Select a color for the bars of your chart.

Column: Remove Column

Removes the selected column.

Column: Properties

Displays the Column Properties dialog box specific to the selected column’s type, in

which you can specify properties for the selected column. However, you cannot change

the type of an existing column.

Column Type  Available Options

Text Alignment; Width; “For each Item, cell displays”;
“Include this column in new notepads by default”

Number Format; Alignment; Width; “For each Item, cell displays”;
“Include this column in new notepads by default”

Checkmark Checkmark; Alignment; Width; “For each Item, cell displays”;
“Include this column in new notepads by default”

Date Format; Alignment; Defaults; Width; “Include this column in new
notepads by default”

Pop-Up List Alignment; Values; Width; “For each Item, cell displays”;
“Include this column in new notepads by default”

Gantt Displays a dialog box identical to the Create New Gantt Column
dialog box.

Alignment Specifies the alignment of the column’s contents (left, right, or center).
Width Displays the Column Width dialog box.

For each Item, cell displaysSpecify whether the column should display the values

normally associated with its type or whether it should display subfolders, making the
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column a multiple-folder column. Multiple-folder columns display in each cell any of
those subfolders that contain the item on the same line.

Format Specifies the number format (for a Number column) or date format (for a Date
column).

Checkmark Specifies the type of checkmark or symbol displayed in a checkmark
column.

Defaults Displays the Date Properties dialog box.

Values Displays the Pop-Up List Column Values dialog box.

Column: Heading

Type or edit the text you want to appear as the heading of the selected column. When you
change the heading of a column, ECCO automatically changes the folder with that name
in the folder window.

Column: Format

Lets you specify the number format (dollar, percent, scientific notation) or date format
(month/day/year order and separators) of the selected column’s contents. This command
is available only for Number columns and Date columns.

Column: CheckMark

Lets you specify the type of symbol you want to display in the selected checkmark
column. This command is available only for Checkmark columns.

Column: Alignment

Lets you specify the alignment of the selected column’s contents (left, right, or centered).

Column: Width

Displays the Column Width dialog box, in which you can specify the column width or
minimize the column to a narrow width (to display a greater number of columns at one
time) .

Column Width dialog box

Column Width

Caolumn Wicith: 1043

™ Minirmize Column

¥ Use Standard Wicth

Standard Width 1043

Column Width Specify a width for your column. The width is measured in number of
characters.
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Minimize Column Minimizes your column to a narrow width. (You can also minimize a
column by double-clicking the column header. To return a minimized column to its
preminimized width, double-click the column header.)

Use Standard Width Specifies use of the standard column width.

Standard Width Specifies the column width for all columns that are using the standard
width.

Column: Move Column

Lets you move a column left or right, using the keyboard. To move a column with the
mouse, drag its heading to a new position in the column pane.

Column: Show Home Folder

Displays or hides the Home Folder column in the column pane, a multiple-folder column
which shows the folder in which the item was first created.

Column: Make Public

Lets you make the contents of a specific column public for workgroup interaction by
adding the column to a view in a shared file (and in all local files attached to the shared
file). This command is valid only if you've previously connected to a shared file by
choosing the Share This File command from the Network options on the File menu.

Calendar Menu

This menu is available only when the Calendar is displayed.

Commands on the Calendar menu let you add tickler items and appointments, make multi-
day appointments, schedule group meetings, and navigate through the Calendar. For
more information, see the chapter or online help on “The Calendar.”

Calendar: Add Appt. Item

In the Appointment section, creates a new appointment item at the selected time. If the
Calendar is displayed in week or month or summary views, this command displays the
Add Appointment dialog box.
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Add Appointment dialog box

Change Date Use the Mini-Navigator and the date grid to select a date for the

appointment.

Change Time Use the buttons to set a duration for the appointment.
Enter Appointment Type a description for the appointment (its item text).

Tickler button Displays the item’s Calendar Tickler Options dialog box.

(Add Appointment 2]

x|

Change Dete K

o ey o] [« @ oncel

S M T W T
1

§ [ Tickler.

3
2
9 10

45878
1112 13 S 18 17 & Alams |
1618 2021 22 23 24
75 26 27 28 29 30 31 O Becur |

W Color_|

FFRELH

Change Time:
SN AT

Enter Appointment

L2

I

o Jump to Notes

Alarms button Displays the Alarms menu.

Recur button Displays the Recur menu.

Color button Select a color for the appointment’s Busybar block.

Jump to Notes button Adds an outline note for the appointment, and displays the
Calendar by day. Outline notes do not appear in summary displays.

Calendar: Add Multi-Day Appt.

Displays the Add Multi-Day Appointment dialog box, in which you can specify the
beginning and ending dates for a multiday appointment. Multi-day appointments are
shown in the Tickler section, and they appear in the Busybar in red.

If you are working in your main Calendar file, you'll be given the option to keep time

available for group meetings. If you turn off that option, you'll appear as “unavailable” in
the Group Scheduling dialog box.
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Add Multi-Day Appointment dialog box

Add Multi-Day Appointment [21x]

Multdiay appointments are shawn in the Ticklar Section

Beginning: [5/14/97 5 oK.
Sty 5721497 7 cancal

Enter Appaintment:

[acation in Maui |

|

@ Jumpto Notes

Beginning Specify the first date of the multi-day appointment.
Ending Specify last date of the multi-day appointment. The default duration is one day.

Enter Appointment Type a description for the appointment. If the Calendar is
displayed in week summary, month summary, or year views, this option chatgeerto
Appointment.

Jump to Notes button (Available only when the Calendar is displayed by week
summery, month summery, or year views.) Adds an outline note for the appointment and
displays the Calendar by day. Outline notes do not appear in summary views.

Calendar: Add Tickler

Displays the Add Tickler Item dialog box if the Calendar is displayed by day or in detail
or the Add Tickler dialog box if the Calendar is displayed in summary. In either of these
dialog boxes, you specify settings for the tickler item you are adding.

Add Tickler Item dialog box

Add Tickler ltem [2]x]
Add Tickler For: May 14,1997
Tickler Text

Cancl
Euy doughnuts for oft-site meeting =
|

Achvance Warming ,ND”E—;,

{Begin shawing in Calendar)

Carry Fonward Unfil marked Done i

Type of Tickler {Add to which Falder):
[ToDo's E|

Add Tickler For Displays the date associated with the tickler item (the date currently
displayed in the Calendar).

Tickler Text Enter or change the text of your tickler item.

Advance warning Specifies the date you want to begin displaying the tickler item,
before the date associated with the tickler item.
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Carry Forward Specify the date you want to stop displaying the tickler item. Options
range from the date associated with the tickler item to as many as two weeks after, or until
you mark the item as Done.

Type of Tickler (Add to which Folder) Specifies the folder into which you want to put
the tickler item.

Add Tickler dialog box

[Add Tickler [7]x]
ST WTFS
123 F
456 7 8810 [ Tickler.
1112 1315 18 17
191920 21 22 23 24
2526 27 28 29 30 31 =
Put ltem into which Folder:
[ToDo's |
Enter Reminder or To-Da:
|
I |
@ Jurap to Notes

Change Date Use the Mini-Navigator and the date grid to select a date for the
appointment.

Put item into which Folder Specifies the folder into which you want to put the tickler
item.

Enter Reminder or To-Do Type a description for the tickler item (its item text).
Tickler button Displays the item’s Calendar Tickler Options dialog box.
Alarms button Displays the Alarms menu.

Recur button Displays the Recur menu.

Jump to Notes button Adds an outline note for the tickler item and displays the
Calendar by day. Outline notes do not appear in summary displays.

Calendar: Add Group Meeting

Displays the Schedule Group Meeting dialog box, in which you can schedule group
meetings.
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Schedule Group Meeting dialog box

Schedule Group Meeting [2]x]
Meeting Subject Duration
[Campany Ficnic [ 3hrs 30 mins [
Cancel
‘ Sun§/11/97 at1:00p - 4:30p & Recurting Meeting
Fr [Se|Su|Mo|Tu[We|Th| Fr[5a] Su|Mo| T2l Meeting Atiendees & Resources... |
@9 10|11 |12 [13[14]15 16|17 | 1819 |2
7 = Bruce Keever E
8 Susan Atherly
g Scattwedel
10 Sheila Suggs
1 Dennis .. Smith
s Chris Mahnken
7 Dave Chubirka.
5 HNattna McKinney
3 {8 Terry Jeske
1 Keith Thibodeawx
Doug Rice
5 Faod Clawsan
8 Dawve Cotter
; - Emie Francel -
] i _I'I * Double dlick name to make optional *
I¥ Show availability for ll Atendees & Resources
Search:From [5/8/37 || | < Find [ -5 [+5 [ Find > Search Limits: [7.00a- 8.00p
Free Time: 13hrs 00mins before. 7 hrs 30 mins after I™ Exclude Weekends
Personal Conflict NONE Group Calendar |

Meeting Subject Type here the subject of the meeting.
Duration Specify the length of the meeting.
Recurring Meeting  Specify if there will be recurrences of this meeting.

Attendees & ResourcesChoose this button to display the Choose Users, Groups, and
Resources dialog box, in which you can specify who you want to attend the meeting.

Search Specify the starting date and workday time limits, including or excluding
weekends, in which you want to find an available time.

Find buttons Find available time by searching forward (>) or backward (<).

+5/-5 buttons Click repeatedly to change meeting start time by increments of five
minutes.

Group Calendar button Displays the Group Calendar for the selected workgroup users.

The following dialog box appears when you choose the Attendees & Resources button in
the Schedule Group Meeting dialog box.

This dialog box is also displayed in other situations where you need to supply the name of
an ECCO user or a mail address. This dialog box lets you specify the users, groups, or
mail addresses desired.
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Choose Users, Groups, and Resources dialog box

Choose Users, Groups, and Resources

Scheduling Addrsss Book Meeting Atiendees
NME-OPS: I5/Admin/CustServ/Mkig/Seles ] | Bramtayland o
Ed Sheppard
Beci Langlo -
Brent Wayland Pl Unger Cancel
Dennis .| Smith SoottWadel
Do e Hugh Hoover
Do Pes Mark Macsan
Eppar Paul Pistomonaco

Doy bnger 1 || Rod Clawson

conklen £ Susan Atherly
SeattWedel e
Hugh Hover <0 E
Mark Madson
Paul Pietiomanaco
Rod Clawson
Rodd Kerp
Sheila Suggs
Susan Atherly
Teny Jeske =

Mail Address Baok.. | CloarList
Groups

Scheduling Address BookDisplays a list of all names in your Scheduling Address
Book. Choose the down arrow list box control to view other connected ECCO
Workgroup Directories and their users.

Mail Address Book Choose this button to select meeting attendees from your mail
program’s address book.

In button Adds the selected name in the Scheduling Address Book list to the Meeting
Attendees list.

Out button Deletes the selected name from the Meeting Attendees list.
Meeting Attendees Displays the list of meeting attendees you have selected.
Clear List Choose this button to clear all names from the Meeting Attendees list.

Groups Choose this button to display the Edit Groups dialog box, in which you can edit

or create new scheduling groups. When you create a scheduling group, you assign a set
of people or resources to a single name. When you add that group name to the Meeting
Attendee list, each individual receives a request to attend the meeting. When you create a
group, the group is made available to everyone.

Calendar: Time, Date, Alarm, etc.

Displays the Date Settings dialog box for the selected item. This command is available
only if the selected item is an appointment or tickler item and the Calendar is displayed by
day or in week or month detail view.

For multi-day appointments, this command displays the Edit Multi-Day Appointment
dialog box, which is similar to the Add Multi-Day Appointment dialog box.

Calendar: Add Outline Note

Adds to the selected item a subitem, which you can use to record notes. This command is
available only when an item is selected and the Calendar is displayed by day or in week or
month detail views.
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Calendar: See All Recurring Notes

Shows outline notes for the selected instance of a recurring event or for all instances of
the event. This command is available only when the Calendar is displayed by day or in
week or month detail views and only when a recurring appointment is selected. This
option effects only the selected appointment and is remembered for that recurring
appointment whenever it appears in the Calendar.

Calendar: Navigate

Moves the Calendar display to the previous or next day, month, or year, or to any date
you specify.

Calendar: Sidebar Shows

Changes the display of the sidebar (the left-most area of the Calendar window, under the
Day/Week/Month/Year buttons) to show a Busybar for the selected day, week, or month,
or show “thumbnail” calendars for the selected, previous, and next month, or hides the
sidebar.

Calendar: Show Group Calendar

Allows you to see other workgroup users’ appointments. Displays the Choose Users,
Groups, and Resources dialog box, in which you select the users whose appointments you
want to view. Then displays the Group Calendar for the selected users, by week or month
in summary views, and opens the Group Calendar Options dialog box.

Group Calendar Options dialog box

Group Calendar Options [2]x]
EDDnel Users.. | htake Meeting.. ||7 Initials

Users button Displays the Choose Users, Groups, and Resources dialog box, in which
you can select the users whose calendars you want to view.

Make Meeting button Displays the Schedule Group Meeting dialog box.

Initials button Specify whether you want to see initials or full names for workgroup
users.

Done button Closes the Group Calendar Options dialog box.

Calendar: Show Tickler Section on Top

When checked, displays the Tickler section above the Appointment section, rather than to
the right of it. This command is available only when the Calendar is displayed by day or
week or month detail view.

ECCO is sensitive to state of your computer screen, so this command may be unavailable
if the ECCO program window is crowded or if your monitor display is at a low resolution.
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Calendar: Use with PhoneBook

Opens the PhoneBook and arranges the windows side by side so that both the PhoneBook
and the Calendar are visible. You can drag any name in the PhoneBook to the Calendar
to automatically create an appointment.

Calendar: Options

Calendar Options [x]

Appoiniments | Ticklers | Time Zane | Holidays |

I~ Week starts on Monday
StenofDay: 7 |00 | am  EndofDay 0 | 00| pm

Default Appointment Duration Thr

Appointment Time SlotInterval: |50 minutes -
Appointment flem Options

S Cancel Al

Appointments tab

Week starts on Monday

Start of Day
End of Day

Default Appointment
Duration

Appointment Time Slot
Interval

Appointment Item Options
button

Apply button

Specify whether your calendar week should begin on
Monday, rather than Sunday.

Specify the time your workday begins.
Specify the time your workday end.

Specify the default appointment length.

Select a default appointment time increment to be
displayed in the Day view.

Displays the Date Properties dialog box, in which you
can select default settings for all new appointments.

Becomes active when changes are made to the property
sheet. Changes are implemented, but the property sheet
remains open.
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Calendar Options [x]

Appointments  Ticklers | Time Zone | Holidays |

[~ Show Ticklers in Summary Views for.

¥ Week
¥ Monith

i~ Tickler Section Positio

& On Right Side of Appointments
€ On Top of Appaintments

Tickler ltern Options.
Ticklers tab
Show Ticklers in Summary  Select this option to display tickler items when the
Views for Week Calendar is displayed by the week view.

Show Ticklers in Summary  Select this option to display tickler items when the
Views for Month Calendar is displayed by the month view.

Tickler Item Options button  Displays the Choose Tickler Type dialog box, in which
you select a default type or folder for new tickler items.

Apply button Becomes active when changes are made to the property
sheet. Changes are implemented, but the property sheet
remains open.

Calendar Options [x]

Appointments | Ticklers  Time Zone | Holidays |

Primary Time Zone Used for Group Scheduling

Time Zone

[Paciic— Vancouver, Seatlle, San Francisco, LA |

Time Zone Acjustments
[Us: Daylight Savings Time (Auto] 5|
Add 1 hour between April and October

TTTTER | Cancel Al

Time Zone tab

Time Zone Select your location’s time zone (used for group
scheduling). For example, if someone in New York
schedules a 3:00 p.m. phone conference and your
primary time zone is Pacific time, the meeting would
appear at 12:00 p.m. on your Calendar.
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Time Zone Adjustment Specify any local differences from international
standard time zones (15 to 45 minutes), or select U.S.
daylight savings time, which adjusts one hour between
April and October.

Apply button Becomes active when changes are made to the property
sheet. Changes are implemented, but the property sheet
remains open.

Calendar Options [x]
Appointments | Ticklers | Time Zone  Holidays |
Halic)
ShowHolidays for:  [Unted States E|
Custom. Holiday.

ok | Cancel Al

Holidays tab

Show Holidays for Specify the country whose national holidays you want
displayed in the Calendars.

Custom Holiday button Displays the Manage Custom Holidays dialog box, in
which you can add, delete, or rename custom holidays
(such as birthdays), or delete standard holidays.

Apply button Becomes active when changes are made to the property

sheet. Changes are implemented, but the property sheet
remains open.

PhoneBook Menu

The PhoneBook menu is located on the main menu and is available only in the
PhoneBook.

Commands on the PhoneBook menu let you create, edit, delete, and add notes to
PhoneBook items; search your PhoneBook; and autodial numbers. For more information,
see chapter or online help on “The PhoneBook.”

PhoneBook: New Name

Displays the New PhoneBook Name dialog box, in which you enter information for a new
PhoneBook item and add it to the PhoneBook.
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PhoneBook: Delete Name

Deletes the selected PhoneBook item. If the selected item appears in other views, the
Delete Items dialog box appears. You are asked whether you want to make the deletion
from the PhoneBook or from all views.

PhoneBook: Add Outline Note

Adds to the selected item a subitem, which you can use to record notes.

PhoneBook: Show All Names

Displays all items in your PhoneBook. If a filter is on, all items meeting filter criteria will
be displayed.

PhoneBook: Search Options

Displays the Search Options dialog box, in which you specify whether you want to
include first names, outline notes, company, or any other fields when you search for
PhoneBook text. By default, ECCO will always search last names.

PhoneBook: Address Printing

Displays the Address Printing Defaults dialog box, in which you specify whether to use
home addresses when printing the current PhoneBook name. You can also set home
address as the default when printing any new PhoneBook names.

PhoneBook: Change PhoneBook Form

Allows you to create or manage customized PhoneBook forms, containing fields for any
folders you specify.

PhoneBook: Change PhoneBook Form: New

Opens the Create Phone Form dialog box, in which you select existing fields (folders) for
your new PhoneBook form or choose the New Field button to create a new field and
specify the order of the fields in the new form.

Create Phone Form dialog box

Create Phone Form [2]x]
o
Chooss Fields: Fields Chosen Cancel
Cormpan: E =
Contect Type (aopup)
Call (check)
Lot sy (date) 2y el
LactCall (date)
Expenses Due  {check) F—
Bithclay (date) eoIeer
Chistmas Card (check) 0 e
Phone | Time Lag (dat)
Hotlszuee (check)
Work #
Home #
Fex# =l =
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Rename Type here the new name you want to give the selected PhoneBook form.
Choose FieldsSelect a folder name to include as a field in the new PhoneBook form.
Fields Chosen Displays the fields that will be included in the PhoneBook form.

Add button Adds the selected field in the Choose Fields list to the Fields Chosen list.
Remove button Removes the selected field from the Fields Chosen list.

New Field button Displays the New Field & Column dialog box, in which you can
create a new column or folder to add to your form.

Reorder buttons Move the selected PhoneBook field(s) up or down one row at a time in
the PhoneBook form.

PhoneBook: Change PhoneBook Form: Manage

Opens the Manage Phone Forms dialog box, in which you can create, rename, or edit
PhoneBook forms or reorder them on the Change PhoneBook Form menu.

Manage Phone Forms dialog box

Edit/Create Phone Farms

|

Bename: [PhoneBosk & Expenses Cancel |

Mew
Edit
Delete

Fearder
Up

Dn

i
=

I Make Public

Rename Type the new name you want to give the selected PhoneBook form.
Delete button Deletes the selected PhoneBook form.

Reorder buttons Move the selected PhoneBook form(s) up or down one row at a time
on the Change PhoneBook Form menu.

Make Public Makes the selected PhoneBook form public. When a form is shared, it is
available to other users. This option is valid only if you've previously made the ECCO
file available by choosing the Share This File subcommand from the Network command
on the File menu.

PhoneBook: Hide Form
When checked, hides the PhoneBook form.
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PhoneBook: Show Form At Right

When checked, displays the PhoneBook form to the right of the PhoneBook list rather
than below it.

PhoneBook: Show Full Columns

When checked, displays the PhoneBook form below the PhoneBook list rather than to the
right of it.

PhoneBook: Dial phone

Displays the Dialer/Call Logger dialog box, in which you can dial or log a phone call.

Dialer/Call Logger dialog box

Name: NetManage, Inc

Prefix : Dial1  Numberta Dial
[o =] T - [eve-869-9600 Dial |
it -
Phone # Choice Select text for dialing

[work # 2] [zoe-aee-gan0

[~ Don'tdial local area code; Incal code is: Log>>

Name Displays the selected name from the PhoneBook list.
Prefix Specifies a dialing prefix and maintains a history of previously used prefixes.

Dial 1 Dials 1 for a long-distance number. ECCO automatically turns this option off
when you dial local calls.

Number to Dial Displays the phone number to be dialed. When you open the dialog
box, ECCO displays the work number corresponding to the selected item. You can select
a different number from the Phone # Choice list.

Suffix Dials additional numbers after the phone number (for use with calling cards, etc.).

Phone # ChoiceDisplays the phone number categories for the selected item (for
example, home #, work #, and fax #). If you add a new phone number column, it appears
in this list.

Select text for dialing Select the text you want ECCO to dial (for example, the phone
number but not an extension number).

Don't dial local area code; local code isType your local area code if you want ECCO
to omit the local area code when dialing local phone numbers.

Dial button Dials the number displayed in the Number to Dial box. The name of this
button changes to Hangup while your call is in progress.

Talk button Releases control of the phone line from the modem so that you can begin
your conversation.
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Setup button Displays the Phone Dialer Setup dialog box, in which you can specify your

modem'’s prefix, suffix, and port connection.

Call Logging Specify options for logging your call:

Begin Logging upon dialing or Start/Stop Logging hereStarts logging as soon as

you choose Dial.

Begin Logging button Manually begins logging, and brings up the Elapsed Time

dialog box.

Close button Closes the Dialer/Call Logger dialog box.

PhoneBook: Correspondence Manager

Displays the Correspondence Manager dialog box, in which you can create and send your

correspondence.

PhoneBook: Use with Calendar

Displays a combined PhoneBook and Calendar. You can drag any name in the
PhoneBook to the Calendar to automatically create an appointment.

PhoneBook: Options

PhoneBaok Options =]

# New cards use business address when printing

 New cards use personal address when printing

—Search Last Name and . Form Position
¥ Eirsthame & Show form at right
I~ Motes € Showform at batiam

¥ Company ar Fields € Hide farm

’rPhunngDk Highlight Calar ‘

¥ Use white text for selected phonebook name

o] o | =0 |

General tab

New cards use business Specifies to use the business address when printing.
address when printing

New cards use home Specifies to use the business address when printing.

address when printing

Search Last Name and First Searches look at the last and first name.
Name

Search Last Name and Searches look at the last name and notes field.
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Notes
Search Last Name Searches look at the last name only.

Search Last Name and Searches look at the last name, company, or fields.
Company or Fields

Show form at right When checked, displays the PhoneBook form to the
right of the PhoneBook list rather than below it.

Show form at bottom When checked, displays the PhoneBook form to the
bottom of the PhoneBook list rather than to the right of
it.

Hide form When checked, hides the PhoneBook form.

Use white text for selected  Select this option to change the text color from black to
PhoneBook name white on the selected PhoneBook name.

Apply button Becomes active when changes are made to the property

sheet. Changes are implemented, but the property sheet
remains open.

Help Menu

The Help menu includes commands to view the onliser's Guideand view specific
Help topics, do a keyword search of the onlirser's Guide or choose a command for
which you want to view a Help topic.

Help: Contents
Displays a list of Help topics.

Help: Search
Displays the Search dialog box.

Help: Menu Help

Displays a “choose menu” cursor, with which you can choose the menu or command for
which you want to see a Help topic.

Help: Shortcut Keys

Displays a list of keyboard shortcuts.

Help: Help on this View

Displays a Help topic on how to use the active view.
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Help: Help on ECCO Folders

Displays a Help topic on how to use folders.

Help: Show Dynamic Help

Displays or hides status bar help messages that change dynamically as you move the
mouse.

Help: About ECCO

Displays information about your version of ECCO.

Non-Menu Bar Commands

The commands in this section appear on menus that are not on the menu bar. The
following menus are included in this section:

The Folder menu (in the folder window)

The folder options pop-up menu (appears when you click folder names in the folder
window)

The Shooter menu (appears when you click the Shooter icon in any program)

Folder Menu
The Folder menu appears in the upper-right corner of the folder window.

Commands on this menu let you edit folders; add items to folders; create new folders;
assign values to folders; change default properties; delete folders; assign folders using the
keyboard; and make folders public.

Folders are the basic organizational container for your information and are used for
organizing, collecting, and cross-referencing items. Every item goes into a folder, but an
item can exist in many folders at one time. You can view folders in the folder window,
view the contents of any folder in a Notepad, and you can insert and view folders as
folder columns in the column pane of any view. For more information, see the chapter or
online help on “Folders.”

Folder: Assign Folders

After you choose this command, clicking a folder name opens the folder options pop-up
menu.

Folder: Edit Folders

After you choose this command, you can use the folder window to rename folders,
reorganize the folder outline, add new folders, view a folder type, change default
properties, delete folders, or make folders public.
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Folder: Find Folder

Displays a Find dialog box, in which you specify all or part of the name of the folder you
want to find in the folder window.

Folder: New Folder

Inserts a new folder after the selected folder in the folder window. Alternatively, you can
insert a new folder by pressing thRTER key.

Folder: Folder Type

Lets you view or change the type of the selected folder. If a folder currently contains
items, you cannot change the folder’s type. Also, you can’t change the type of any default
folder, such as PhoneBook or Appointments. Folder types allow you to associate a
checkmark, text, numbers, or dates with items when you add the items to folders. This
command is available only when you have previously chosen the Edit Folders command.

Folder Type: Text

Makes the selected folder a text folder, which allows you to associate additional text with
each item you add to the folder.

Folder Type: Number

Makes the selected folder a number folder, which allows you to associate a number with
each item you add to the folder.

Folder Type: CheckMark

Makes the selected folder a checkmark folder, which allows you to associate a checkmark
with each item you add to the folder (rather than associating a number, text, or a date).
Checkmark is the default folder type.

Folder Type: Date

Makes the selected folder a date folder, which allows you to associate a date and time
with each item you add to the folder. Items added to a date folder automatically appear in
the Calendar on the appropriate date and time.

Folder Type: Pop-Up List

Displays the Pop-Up List Column Values dialog box, in which you can specify a pop-up
list of values. When you add an item to a pop-up list folder, you can associate one of the
values in the pop-up list with the item.
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Pop-Up List Column Values dialog box

Create initial values for

Edlit Pop-up Value:

New Pop-up Value
Delete

Reorder
g | B

Edit box Type here to edit the text of a pop-up list value.

Pop-up Value button Creates a new value. Displays “Value 1” in the Edit box. Type in
the Edit box to specify new value text.

Delete button Deletes the selected value.

Reorder buttons Move the selected value up or down one line at a time.

Folder: Properties

This command is available only for number folders, date folders, and pop-up list folders.

If a number folder is selected, this command displays the Number Properties dialog box,
in which you can select a number format.

If a date folder is selected, this command displays the Date Properties dialog box, in
which you can specify properties for the selected date folder. If you often set alarms, or if
you like to display tickler items a particular number of days before an appointment, you
can change the default settings to the settings you use most often.

Date Properties dialog box

Date Properiies [z]x]
Default Settings for new tems
Shew ltem in Calendar's Tickler Section r
Cancel
Advance Wamning Carry Forward
None - [Nane |
Default Frecurrence: Nan-recurting -
Default Alarms: None -
Calendar Busybar Color [ ] “vellow -
Entering Dates:
Initial Display: = Keyboard Entry  Date Settings Dialog
Appt Time Fields:  © Always Displayed & Optional

Default Settings for new Items: Specifies Tickler, recurrence, alarm, and Busybar
settings for new appointments or any items you add to date folders.

Show Item in Calendar’s Tickler Section If checked, new items added to the
folder are displayed in the Calendar’s Tickler section by default.

Beginning Specify the number of days or weeks before a tickler item’s date that you

want to begin displaying it in the Tickler section. This gives you advance warning
for an event on a specific date.
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Ending Specify the number of days or weeks after the tickler item’s date that you
want to stop displaying it in the Tickler section. Alternatively, you can choose to
display the item in the Tickler section until it is marked Done.

Default Recurrence Specify a recurrence option.
Default Alarms Specify an alarm.

Calendar Busybar Color Specify a color for the appointment’s busybar in the
Calendar.

Entering Dates Specify options for displaying a value edit box or the Date Settings
dialog box when you enter dates.

Initial Display Specify keyboard or Date Settings dialog box options for entering
dates.

Keyboard Entry When you edit a date value, displays a value edit box in which you
can enter a date.

Date Settings DialogWhen you edit a date value, displays the Date Settings dialog
box, in which you can select dates or use other date settings options.

Appt. Time Fields Specify display options for the Appointment Time fields.

Always Displayed Always displays the appointment time fields at the bottom of the
Date Settings dialog box.

Optional Displays the appointment time fields at the bottom of the Date Settings
dialog box only when you're setting an appointment.

Folder: Auto Assign Rules

Displays the Auto Assignment Rules dialog box, in which you can automatically add all
items containing text you specify (the assignment rule) to the folder selected in the folder
window.

Auto Assignment Rules dialog box

u olders automatic
Any iext matching any o o il b =
adlded to folder 1997 Summer Conference Cancel

Edit |

Hints
Exch Fuls can have multiple words in any order: any ane rule can cause
amateh

Rule: "Cat Dog" matches "Catand Dog", "Dog and Cat", butnot"Dogs
and

Use
Rule: "Cat* Dog" matches "Dog and Catalyst”

to match the last part of a word.
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Edit Type here the text (the assignment rule) of the items you want to add automatically
to the folder selected in the folder window.

New button Adds a new rule (Rule 1) to the Edit text box. Type over this text to add a
new rule.

Delete button Deletes the selected rule.

Folder: Delete Folder

Removes the selected folders and their subfolders from all views and the folder window,
without copying them onto the Clipboard. Removes items from the folders without
removing items from the file.

Because any item can appear in many folders, deleting a folder does not delete the items it
contains. You can delete items in any folder by displaying the folder in a view and

deleting items from the view. You can also search for any items and collect them in the
Search Results folder using the Find command.

You can’t remove any of the default folders, such as PhoneBook and Appointments.

This command is available only when you have previously chosen the Edit Folders
command.

Folder: Assign/Search by Keys

Allows you to use the keyboard in the folder window. When you choose this command,
the folder most recently selected in the folder window changes to black. Type any letter
to find the next folder whose name begins with that letter; type it again to find the next,
and so on. You can move the highlight with the up and down arrow keys. Press the left
arrow key to hide subfolders, press the right arrow key to expand subfolders, and press
the SPACEBAROr theENTER key to display the folder options pop-up menu.

Folder: Add Folders to View

Adds the folders you have selected to the bottom of the active Notepad. The items in
these folders will be displayed in the view. Alternatively, you can add folders to a
Notepad by dragging them from the folder window into the view.

Folder: Show Folder Column

Inserts a folder column that shows a checkmark (for checkmark folders) or a column
value (for folders that have a type other than checkmark) for each item that is in the
selected folder. The checkmark or value appears in the column, on the same line as the
item.

Alternatively, you can add folder columns to a view by dragging folders from the folder
window into the column pane of any active view.
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Folder: Make Public

Makes the selected folder public for use by others over a network.

This command is valid only if you've previously connected to a shared file by choosing
the Share This File command from the Network options on the File menu.

Folder Options Pop-up Menu

This menu pops up when you have chosen the Assign Folders command from the Folders
menu, and then either

» Click a folder button, to the far left of a folder name; or

* Choose a folder name and pressekeeR key.

The folder options pop-up menu

Commands on this menu let you add items to folders, remove items from folders, and
show the folder’s items in the active Notepad.

Folder Options: Add Selected Items to Folder(s)

Adds the selected items in the active view to the selected folder(s) in the folder window.
To add items to multiple adjacent folders, drag the mouse pointer through the folder
buttons for the desired folders. If you select multiple folders that have values (folders of
any type other than checkmark), the Specify Folders and Column Values dialog box
appears, in which you can associate a value with the items in each folder.

Folder Options: Remove Items from Folder(s)

Removes the selected items and their associated values from the folder or column.

Folder Options: View Folder’s Items

Displays the folder and its items in a scratch Notepad, replacing any folders previously in
the scratch view.

Shooter Menu

Using Shooter menu commands, you can send, or “shoot,” selected information from
other programs to ECCO views or folders, from ECCO views to other programs, or
between other programs. Click the Shooter icon to display its menu.

The Shooter menu

Depending upon the preference you have selected, ECCO might display the Send Text
Selection As dialog box or the Send Graphics Selection As dialog box before sending
your information. The only difference between these dialog boxes is that the Send
Graphics Selection As dialog box does not have an Editable Text option.
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When the information has been sent, a small tem Sent message window appears briefly
next to your Shooter icon. For more information, see the chapter or online help on
“Using ECCO with Other Programs.”

Send Text Selection As dialog box

Send Text Selection As: KK
@ Editable Text
I Only One fem
I Fewer Paragraphs
 OLE Link " OLE Object

¥ Always Ask Yhen Sending

Cancel

Editable Text Sends your selection to ECCO as editable text. In addition, many
applications add special hidden characters to the text you see on the screen. For example,
word processors and telecommunications applications typically add hidden control
characters (carriage returns) at the end of each line of text. When you select and shoot
this kind of editable text, Shooter sends the text and includes all the carriage returns
embedded within the text. Unless you select one of the following options, Shooter sends
each line as a separate item. ECCO creates multiple outline items for every line ending
with a carriage return.

Only One Item Sends your selection as one item. Each line in your selection is a
separate paragraph within that item.

Fewer Paragraphs Sends your selection as one item. All lines in your selection become
a single paragraph in that item.

OLE Link Sends your selection to ECCO as linked text or graphics.
OLE Object Sends your selection to ECCO as an embedded object.

Always Ask When Sending Displays the Send Text Selection As dialog box every time
before sending. Canceling this option prevents the dialog box from appearing when you
send selections in the future. To reinstate the dialog box, choose Preferences from the
Shooter menu, choose either Send Text As or Send Graphics As, and then choose Ask
Before Sending.

Shooter: Active View

Sends the selection to the active view or to the most recent ECCO view.

Shooter: Calendar

Sends the selection to the Calendar. After you choose OK in the Send Text Selection As
dialog box, an appointment edit box appears, in which you can set date and time options
before sending the selection by clicking Eng button or pressing theNTER key. If no

time is specified, the selection is sent to the Tickler section of the Calendar. If a time is
specified, the selection is sent to the Appointment section.
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Shooter: Folders

Displays the Shooter toolbar and the folder window (which contains a list of all the

folders in your ECCO file). Choose the folders to which you want to send the selection.

To close the window, double-click the Shooter icon or, from the Shooter menu, choose

the Close Folders command.

Shooter: Relative to Last

Sends the selection to the same level as the last selection you sent, one level to the right of
the last selection (as a subitem), or one level to the left of the last selection.

Shooter: <Other Program>

Displays a list of active files of the other Windows programs that are currently running,
from which you can choose where to send your selection. If you choose this command
while ECCO is active, the command inserts the text into and switches you to the program
you choose.

Shooter: Show

Specify the display of the Shooter and its icon, the Shooter toolbar and the folder window.
If you hide the Shooter, you can display it again by switching to ECCO and choosing the
Show Shooter command from the Tools menu.

Shooter: Preferences

Changes the default Shooter settings.

Preferences: Choose ECCO File

Selects the ECCO file to which you want to send information. Choosing the Open
Another command displays the File Open dialog box, from which you can select other
ECCO files. All open ECCO files are listed at the bottom of this menu.

Preferences: Send Text As

Changes the default settings for sending text as editable text, OLE linked text, or an OLE
embedded object, and changes the default setting to display or hide the Send Text
Selection As dialog box before sending text.

Preferences: Send Graphics As

Changes the default settings for sending graphics as OLE linked objects or OLE
embedded objects and changes the default setting to display or hide the Send Graphics
Selection As dialog box before sending text.

Shooter: Add By Form

Displays a list of existing forms that you can apply to the current selection.
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Shooter: Get Address

Displays the Get Address dialog box, in which you can get an address from your
PhoneBook.

Get Address dialog box

i oK.
Cancel
 Phone

I Waork & Fax
I AllFields

[~ Address
1 Hermel
& BusiiEss)

The dialog box contains the following fields:

Search Text box Displays any text you have selected. You can also type in any
name in your PhoneBook for which you want to get an address.

Search button Searches for the text you specified in the PhoneBook of the
active ECCO file.

PhoneBook Names Lists the PhoneBook names that matched the search text you
specified.

Phone Specify whether you want to include work and fax phone
numbers, or all fields, in the address you get.

Address Specify whether you want to get the home or business address.

OK button Choose to copy the address into the active document in the

active program

Shooter: Go To ECCO

Switches you to the active view in ECCO.

Shooter: ECCO Shooter Help

Opens online Help for the Shooter. For more information, see the chapter or online help
on “Using ECCO with Other Programs.”
Date Settings Commands

The Date Settings commands appear on menus that are available from the buttons in the
Date Settings dialog box. For more information, see the chapter or online help on “The
Calendar.”
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The Date Settings dialog box

1 :o0e o 200

m Tickler.
& Alarms

@ Becur
[N Color

+ Group
P Help

Click on time or day to change Appt.

Alarms Menu

Commands on this menu let you create a custom alarm. You use alarms to get advance
warning for important events. For more information, see the chapter or online help on

“The Calendar.”

The Alarms menu

L1 [:00[FTio 2 [:00(

Click on time or day tc

Alarms: None

Custarm...

Simple Alarm

5 Minutes Before

30 Minutes Before

5 +15 + 30 Minutes Before

Removes the alarm from the selected item.

Alarms: Custom

Displays the Alarms dialog box, in which you can specify parameters for a new alarm for

the selected item.

Custom Alarm

Create a Custom Alarm

IV Invoke Alarm attime of event

Additional Alarms before event

Follow-Up Alarms atter event:

Cancel

I Addto Menu Rename:

The dialog box contains the following fields:

Invoke Alarm at time of appointment

Additional Alarms before appointment

Specifies whether the alarm will go off at
the time of the selected appointment.

Sets additional alarms to occur minutes,
hours, days, weeks, or any combination of
time increments before the specified date.
Selecting multiple options will cause
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alarms to go off multiple times before the
event.

Follow-Up Alarms after appointment Sets additional alarms to occur minutes,
hours, days, weeks, or any combination of
time increments after the specified date.

Add to Menu Adds the named alarm to the Alarms menu
so that these same settings can be used for
other appointments or to-do’s.

Rename Renames the alarm for the menu display.

Options button Expands the dialog box to display the
following additional options:

Dialog Message Specifies that you want to display a dialog
box message; type the text of the message
in the adjacent box. By default, an alarm
displays a dialog box with the item’s text.

Play Sound Specifies a sound file you want to play at
the alarm time. Choose the Browse button
to select a file.

Launch Document/.BAT File Specifies a document or a .BAT file you
want to launch at the alarm time. Choose
the Browse button to select a file.

Confirm Before Launch Displays a dialog box asking

you to confirm that you want to launch the specified document or .BAT file.

Alarms: <Named Alarms>

Displays the list of named alarms. The default named alarm is Simple Alarm.

Recur Menu

The Recur button in the Date Settings dialog box displays the Recur menu. From this
menu, you can create a custom recurring event or a standard recurring event, or you can
change an existing recurring event into a non-recurring event. For more information, see
the chapter or online help on “The Calendar.”
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The Recur menu

TW T F S| Tickler.

3456 7

10 11 12 13 14 | S Alarms

1516 17 18 19 ] 21 ol Becir
2425 % 27 25

29 30 ¥ Mon-Recurring

Custom...
1 [00(eio 2 00]

Click an time ordeyle ~ EveryDay
Ewery bon thru Fri

Ewvery Friday

20th of Every Month
3rel Fri Every Maonth
Ewvery Sep 20th

Recur: Non-Recurring

Removes the recurring event attributes from an item.

Recur: Custom

Displays the Recurring Event dialog box, in which you can create a custom recurring
event.

Recurring Event dialog box

Recurring Fvent [71x]
Type: [Weekly E

& =
o unicfrinser 2

Repealing: [EYSWIH

The dialog box contains the following fields:

Type Specify the kind of recurrence you want for the recurring event. The
options are: daily, weekly, monthly by date, monthly by weekday,
monthly by business day, and yearly.

On Specify the dates on which you want to recurring event to take
place, such as the 16th of each month. You can choose as many of
these options as you want.

Repeating Specify the frequency of recurrence. For example, if you choose the
Monthly By Date option, you can specify recurrence ranging from
every month to every 20 months, or specific selected months to be
repeated every year.

Until Specify the date you want to end the recurring event.

Recur: Every Day

Sets the event to recur daily.
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Recur: Every Mon thru Fri

Sets the event to recur every weekday.

Recur: <Date-Specific Options>

Sets the event to recur at a weekly, monthly, or yearly interval based on the selected
item’s date.

Group Menu

Using the commands on this menu, you can schedule group meetings, as well as keep time
available in your Calendar for other meetings or appointments.

Group: Make Group Meeting

Displays the Change Appointment to Group Meeting dialog box, in which you can set up
a meeting, invite meeting attendees, schedule meeting resources, and so forth. This
dialog box is identical to the Schedule Group Meeting dialog box.

Group: Keep Time Available

Schedules the meeting in your Calendar without blocking out time in the group
availability database. In this case, ECCO does not display a possible schedule conflict
error message if another user schedules a group meeting with you at that time. This
command is useful if you want to be aware of an event but don't plan to attend.

Page 364



Page 365



Appendix A:
Shortcuts

File Menu

To choose

Keyboard and Mouse

Press

New (file not based on a template ALT+F+N

Open
Save
Print

Exit

Edit Menu

To choose

Undo

Cut

Copy

Paste

Delete Items

CTRL+O
CTRL+S
CTRL+P

ALT+X

Press/Click

CTRL+Z
Or ALT+BACKSPACE

CTRL+X
Of SHIFT+DELETE

or click right mouse button and choose command
from pop-up menu

CTRL+C

Or CTRL+INSERT

or click right mouse button and choose command
from pop-up menu

CTRL+V
Or SHIFT+INSERT

or click right mouse button and choose command
from pop-up menu

CTRL+D
or click right mouse button and choose command
from pop-up menu;

or if whole item is selected, preSELETEOr
BACKSPACE
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To choose Press/Click

Find CTRL+F

Find Next CTRL+N

Insert Date Stamp CTRL+Q

Insert New Line (in item) SHIFT+ENTER

Insert Tab (in item) CTRL+T
Working with Windows

To Press/Click

View the Calendar ALT+1

View the PhoneBook ALT+2

View Notepads (first through ALT+3 throughALT+9

seventh created)
View meeting malil ALT+B
Get Help on the active view F1

Copy item(s) between views in theClick item(s) and drag between views
same window

Move clockwise between views in CTRL+TAB
active window

Move counter-clockwise between CTRL+SHIFT+TAB
views in active window

Open column pane, or switch to ofF11
from column pane

Notepads: splits the active F12
window, or switches between top
and bottom panes of the window.
Calendar: switches between the
Appointment section and the

Tickler section.

PhoneBook: switches between the
PhoneBook list and the

PhoneBook entry form.
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Moving the Cursor

You can extend your selection by holding downgheT key with any of the following

key combinations.
To move

One character left

One character right

One word left

One word right

To end of line

To beginning of line

To previous item at same level
To next item at same level

To previous item at level to left
To next item at level to left

To beginning of view

To end of view

One screen down

One screen up

Clockwise between views in
active window

Press

LEFT ARROW

RIGHT ARROW
CTRL+LEFT ARROW
CTRL+RIGHT ARROW
END

HOME

CTRL+UP ARROW
CTRL+DOWN ARROW
CTRL+PAGE UP
CTRL+PAGE DOWN
CTRL+HOME
CTRL+END

PAGE DOWN

PAGE UP

CTRL+TAB

Counter-clockwise between views CTRL+SHIFT+TAB

in active window

Outlining
To

Press/Click

Add item at same level as selecte@ TRL+ENTER

item
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To

Add item right (indented subitem
one level below selected item)

Add item left (one level above

selected item)

Show item’s folder values

Show subitems (levels 1

through 9) in view

Show subitems (levels 1 through

9) of selected items

Display the Show Levels dialog

box

Hide (collapse) subitems of

selected items

Expand (show) next level of
subitems of selected items

Delete single subitem containing

no text

Expand (show) all subitems of

selected items

Select sequential items

Select nonsequential items

Move item(s) right

Move item(s) left

Move item(s) up

Press/Click

CTRL+R

or click right mouse button and choose Add Item
Right or Add Outline Note from pop-up menu;
or, if no subitems exist, double-click item bullet

CTRL+L

Click right mouse button and choose Show Item

Info from pop-up menu

CTRL+1through
CTRL+9

SHIFT+CTRL+1through9

CTRL+W

CTRL+H
or, double-click
item bullet

CTRL+E
or double-click
item bullet

Double-click item bullet of parent item

CTRL+G
or ALT+double-click
item bullet

SHIFT+UP ARROW
Or SHIFT+DOWN ARROW

CcTRL+click item bullets

TAB
Oor ALT+RIGHT ARROW

SHIFT+TAB
Or ALT+LEFT ARROW

ALT+UP ARROW
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To

Move item(s) down

Mark item(s) as done

Make item(s) private

Sort items by column value

Press/Click

ALT+DOWN ARROW

CTRL+M
or click right mouse button and choose command
from pop-up menu

Click right mouse button and choose command from
pop-up menu

Click right mouse button in Column pane and
choose Sort, Sort Up, or Sort Down from pop-up
menu

Insert new line (line break) in text CTRL+ENTER

in a cell of a text column

Delete one character of item text
to right of cursor

Delete item text to beginning of
word

Display Shooter menu in another

program

Dial phone

Formatting
To

Display the Character dialog box

Apply bold formatting
Apply italic formatting
Apply underline formatting

Remove character formatting

DELETE

CTRL+BACKSPACE

CTRL+ALT+S
or CTRL+ALT+any other letter you specify in the
ECCO Preferences dialog box

CTRL+F3
or click right mouse button and choose command
from pop-up menu

Press/Click

CTRL+K
or click right mouse button and choose command
from pop-up menu

CTRL+B
CTRL+I
CTRL+U

CTRL+SPACEBAR
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To

Display the Outline Styles dialog
box

Apply a Format menu command
or toolbar button to the outline
style of selected levels

The Calendar
To

Add tickler item below selected
tickler item

Add item right (outline note as
subitem)

Press/Click

CTRL+Y

CTRLwhile choosing the command or toolbar button

Press/Click

ENTER

CTRL+R
or select appointment and pr&s§ER

Open an appointment edit box for F2

selected tickler item or
appointment

Go to today

Go to date—specify date or
number of week

Go to next day

Go to previous day

Go to next month

Go to previous month

Go to next year

Go to previous year

Display the Calendar by day
Display the Calendar by week
Display the Calendar by month

Display the Calendar by year

ALT+G

F4

F10

F9

F8

F7

F6

F5

ALT+D

ALT+K

ALT+M

ALT+Y
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To Press/Click

Switch between summary and SHIFT+F10
detail displays of week or month

Switch between Tickler section  F12
and Appointment section

Dial phone CTRL+F3

or click right mouse button and choose command
from pop-up menu

The PhoneBook

To Press/Click
Add a new PhoneBook name F3
(|tem) or ALT+wW

or ALT+A

Delete a PhoneBook name (item) CTRL+D

Add item right (outline note as ~ CTRL*R

subitem) or select PhoneBook item and presSeR
Show all PhoneBook names ALT+CTRL+A
(items)

Show or hide PhoneBook form  F2
Use the standard PhoneBook formf\LT+CTRL+1

Switch between the PhoneBook F12
list and the PhoneBook form

Use other PhoneBook forms ALT+CTRL+2 throughALT+CTRL+9
(second through ninth created)

Search in the PhoneBook ALT+S
(Then type search text and presSER)

Search for the next occurrence  ALT+N
Specify search options ALT+CTRL+S
Specify address printing options ALT+CTRL+P

Query by form ALT+Q
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To Press/Click

Dial phone CTRL+F3
or click right mouse button and choose command

from pop-up menu

The Toolbar

To Press/Click

Show or hide toolbar Click Show/Hide Toolbar button (on status bar, left
of date and time)

Add button to toolbar Click right mouse button on icon in Repeat box and

drag icon to desired toolbar location

Insert or remove space between SHIFT+click right mouse button between the toolbar
toolbar buttons buttons

Move toolbar button Click right mouse button and drag

Move toolbar button groups cTRL+click right mouse button and drag

The Folder Window

To Press/Click
Display the Folder menu ALT+L
Create a new folder Click right mouse button and choose command from

pop-up menu

Add folder(s) to any Notepad Drag folder(s) from folder window to a Notepad
or click right mouse button and choose command
from pop-up menu

Add folder(s) to a scratch Notepad Double-click folder name in the folder window
(after you have chosen to assign folders)

Insert folder column(s) Drag folder(s) from Folder window to column pane

Expand and collapse subfolders ofClick plus or minus icon
a folder in the folder window

Change folder type Click right mouse button and choose command from
pop-up menu
Find folders CTRL+F
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To Press/Click

Make folder(s) public Click right mouse button and choose command from

pop-up menu

Assign folders Click to the left of the folder icons
or click right mouse button and choose command
from pop-up menu

Assign selected item(s) to folders CTRL+A
by keys (after you have chosen toOr click right mouse button and choose command

assign folders) from pop-up menu
(Then useARROW KEYSt0 select folder(s), and press
ENTERtwice)

Edit folders Click the folder window title bar

or double-click folder buttons (to the left of the
folder icons)

or click right mouse button and choose command
from pop-up menu

View folder properties (after you Click right mouse button and choose command from
have chosen to edit folders) pop-up menu

Edit folder names in the folder ~ Double-click folder name
window (after you have chosen to
edit folders)

Delete folder(s) from the folder ~ CTRL+D
window (after you have chosen toOr click right mouse button and choose command

edit folders) from pop-up menu
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Appendix B. Glossary

Access Privileges

Access privileges allow you to control who has access toslmaned fileson the
Workgroup Directory. You can specify general (or default) privileges, or you can grant
special access privileges for each user.

Active view

A view must be active before you can work in it. To make a view active, click its tab. In a
composite view, click anywhere within the border of the Calendar, PhoneBook, or
Notepad you want to make active.

Add

To collect likeitemsby dragging them intiolders,thereby adding them to the folders.
When you drag an item from any view into a folder in the folder window, the item
remains in the original view as well.

Administrative Assistant

An individual who has been granted special privileges for another user. Administrative
assistants can change schedules and respond to meeting requests for another user. A user
can grant administrative assistant privileges to only one person at a time.

Alarm

An ECCO feature that lets you display a message or trigger an action associated with an
eventor anyitem You can set an alarm to go off at the time of the event; minutes, hours,
days, or weeks before or after the event; or any combination of those settings. You can
also set alarms to display dialog messages, play sounds, and launch documents or batch
files.

Alarm files
ECCO automatically saves all of your alarm settings (including text, date, time, alarm

type, and so forth) in a special alarm file (ECCO.ALM). ECCO updates this file
automatically each time you create a hew alarm or change an existing alarm.
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Alignment

The horizontal arrangement of text within the width gblumn.You can align
information in columns by centering, left-aligning, or right-aligning it.

Application Program Interface (API)

A standard used for communicating and exchanging information with other programs.
ECCO’s Dynamic Data Exchange (DDE) based API provides the ability to exchange
information between ECCO and other Windows programs that support DDE. See
API.ECO for a listing of programming commands.

Appointment

An item you type into théppointments sectioof theCalendar.Otheritemsthat are
associated with a timealueare also appointments and appear in the Appointments
section.

Appointment edit box

A value edit box for a date column. You can display the Date Settings dialog box from an
appointment edit box by choosing INS. See alsoe edit box

Appointment section

The area of th€alendarin which you schedule, view, and edjipointments.

Attribute

A formatting characteristic applied to text. Character style, such as bold or italic; font,
such as Helvetica or Times Roman; point size; and color are all examples of formatting
attributes.

Availability Database

ECCO saves all currently scheduled meeting times for all ECCO users in an ECCO Group
Availability Database (ECCO_GRP.ADB) on the network server. Each time a user
schedules a meeting, ECCO checks this database to determine the availability of the
selected attendees. ECCO then displays this information in the Schedule Group Meeting
dialog box.

Backup files

Using ECCO'’s automatic backup feature (default is enabled), ECCO creates a new
backup copy (with the extension .BK1, .BK2, and so forth up to the number specified) of
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your Calendar, PhoneBook, and Notepad information each time you exit ECCO or save
your files.

Busybar

The vertical bar you can display in the Sidebar of@aendarwindow that shows you at

a glance your schedulegpointmentsUse the Busybar to change the time and duration
of appointments. The block in the Busybar shows the time and the duration of each
scheduled appointmerntou can drag a Busybar block to change the time and duration of
an appointment.

Calendar

In the Calendar, you can schedafgointmentstemind yourself of upcoming meetings,
setalarms,and addickler itemsfor important engagements. Using the group scheduling
feature of ECCO, you can schedgheup meetings.

Calendar/PhoneBook button

The button in the upper-right corner of both Bf@neBooland theCalendarthat you
choose to display the two views side by side. Drag any hame from the PhoneBook to any
day or time in the Calendar to automatically makegmointment

Call logger

A feature that logs the time, date, and duration of your calls and stores the information in
the Phone Logolumn

Checkmark column or folder

A type ofcolumnor folder that displays checkmark values. For example, you might use a
checkmark column to mark an item as personal. A checkmark folder is the default folder

type.

Close box button

The button in the upper-left corner of any window and some dialog boxes that you choose
to close the window or dialog box.

Collapse

To hide an item’s subitems. Do this by double-clicking an item bullet, or by choosing
Show Sub-ltems from the Item menu and then choosing Hide.
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Column

A spreadsheet-style display that contains specific information @&bog.Columnvalues
can betext,numbersgcheckmarksgates pop-up listspr Gantt chartsA columndisplays
folder valuesassociated with thielder of the same name.

Column heading

The gray area at the top of a column. The column heading contains the name of the
column When you create a new column and assign it a heading, ECCO automatically
makes the column into a ndalder (with the same name) and adds it to the list of folders
in the folder window under the “New Columns” folder. When you click a column heading
with the right mouse button, the Column menu appears. To minimize a column, double-
click its column heading.

Column pane

An area of eackiiewin which you can display specific information abieims.You can
createcolumnsthat displaytext,numberscheckmarksgates,and Gantt charts

Comma-separated values

A text file format that includes columnar data surrounded by quotation marks and
separated by commas. For example: “James Monroe”, “212-555-6423", “1234 Any
Street”.

Common ECCO file

When a file is shared with privileges greater than See Available Time For Group
Scheduling, ECCO creates a common file in the Workgroup Directory. This file has the
extension .ECC and contains all public information.

Composite view

A viewto which you have added one or more additional views. Using the Add View To
Window command on the View menu, you add additional views to the one you are in,
allowing you to see anywhere from two to four views side by side.

Context parent

Green-shadeilemsthat would not ordinarily appear in a particilatepad put are
included to provide context.

CSV

Seecomma separated values
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Cumulative label

A series of numbers and letters to the left oftamin aNotepad.For example, a
cumulative fourth-levebutline labelmight display “1.A.1.a.”, whereas a noncumulative
fourth-level label would display only “a.” Used primarily to track itkawelsin long
documents.

Date column or folder

A type ofcolumnor folder that lets you associate a date with dgamyou add to the
folder. When you enter a date into a date column, you are both supplying a date for the

item on the corresponding line and adding that item to the folder whose name appears as
the heading of that column. Unless you specify otherwise, items with dates appear in the

Tickler sectiorof theCalendar.

Date Settings dialog box

The dialog box in which you can change the time and dappafintmentas well as set
tickler itemoptions,alarms,andrecurring eventsUsing the group scheduling feature of
ECCO, you can scheduigoup meetingsTo display the Date Settings dialog box when
the Calendaris active, click an existing date or time.

Day, Week, Month, and Year buttons

Buttons at the far left of thidavigatorthat, when chosen, switch you between day, week,
month, and year displays of your schedule. Located i€#iendar.

Detail
A way of displaying youCalendar When you display the Calendar in detail, you see the
appointmentndtickler itemsfor the selected week or month. You also seeoartijne

notesand whether an appointment or tickler itemeisurring or whether amlarm or
group meetindnas been set.

Detail/Summary button

Button to the right of the Day, Week, Month, and Year buttons that, when chosen,
switches you between tlietail andsummarydisplays of the&Calendar

Embed
SeeOLE object.

ENT (Enter) button

A button that, when chosen, enters the specified action and closedubedit box.
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ESC (Escape) button

A button that, when chosen, cancels the specified action and closedubedit box.

Event

An appointmentgroup meetingor itemthat has a date associated with it. You can set
alarmsfor events or set an event to recur at specified intervals. Seeelsdng event

Export

To copy items from an ECCO files to a text file. See atsoma-separated values

Filter

A feature of ECCO Pro that limits the items displayedweav according to user-
definablecolumn(or folder) criteria. For example, if you created a column titled
“Priority,” you could use a filter to display in the view only the items with a priority of
Hhigh.”

Folder

Folders are containers iémsused to collect and cross-reference rel#étds

Whenever you create items in any of ECC@é&ws,you are actually adding them to a
folder. For example, when you createagpointmentn the Calendar,ECCO

automatically adds that appointment item to a folder named “Appointments.” Similarly,
whenever you add a name to y&llroneBookECCO automatically adds that name to the
PhoneBook folder.

You can also drag any item to any number of additional folders iolter window.
When you do so, the item remains in its original location as well.

You can see the items in any folder by double-clicking the folder to display it in a
scratch view.

For a complete understanding of folders, see the chapter or online help on “Folders.”

Folder button

A button along the left side of tlielder windowthat, when chosen, displays the folder
options pop-up menu. Using this menu, you add selectedtemsto folders,remove

selected items from folders, or view folders’ items in a Notepad. A checkmark on a folder

button indicates that the selected items inattére viewhave been added to the
corresponding folder.
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Folder options pop-up menu

Using this menu, you cadd selectedtemsto folders,remove selected items from
folders, or view folders’ contents inNotepad

Folder value

A folder can store aaluewith eachitemit contains. A folder value gives you a way to
associate an additional piece of information with each item. Because an item can be
addedto many different folders, each item can have many different values associated with
it.

Folder window

A window on the left side of the main ECCO window that displays faders.Use the
folder window to

Addnew folders.

Edit existing folders.

View folder types.

Change folder preferences.

Add itemsto folders.

Remove items from folders.

Choose folders whose items you want displayedNiotepad.

Insert a folder into theolumn pane.

Form

A templatethat lists a set dfeldsand correspondingaluesthat can be applied to an
item.

Gantt column
A columntype. Gantt charts are bar charts that display task or project start and finish
dates and durations.

Group files

When you create a network file, ECCO saves your data in three files on the Workgroup
Directory:

ECCO saves your Calendar, PhoneBook, and Notepad information into the common
ECCO file with the extension .ECC.
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Access privileges and the changes log are stored in an ECCO file with the same
name, but with the extension .ECG. When other users share your group file, ECCO

creates a link to the selected .ECG file. As a result, you can share parts of the group

ECCO file — Calendar, PhoneBook, folders, Notepads, columns, and forms.

When you create a public file, ECCO also creates an ECCO Group OLE Object file
with the same name, but with the extension .ECB. This file contains all OLE objects
embedded in the group file.

Group meeting

An appointmenthat involves several users. ECCO shows you when other users in your
Workgroup Directory have appointments and meetings scheduled, allowing you to
schedule group meetings.

Group OLE Obiject files

When you create jpublic file, ECCO also creates an ECCO Group OLE Object file with
the same name, but with the extension .ECB. This file contai@d &lobjecteembedded
in thegroup file.

Home folder

Thefolder in which anitemoriginated. For example, the home folder for an item first
entered in th&honeBookis the PhoneBook folder. You can display home folders in the
column pane.

Import

To bring a tab-separated file or CS3b(hma-separated valuefile from another
program into ECCO. You import into tlaetive view.

Initialization file

ECCO saves the path for your Workgroup Directory, user identification, and other
program-specific settings in a special initialization file (ECCO.INI) in the Windows
directory on your local drive. ECCO updates this file when you change network
directories.

Initiator

The individual who initially schedules a group meeting. Only the initiator (or the
administrative assistargppointed by the initiator) can cancel or reschedgieap
meeting
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ltem

The primary unit of information in ECCO. Each item is a distinct element anditess a
bulletto its left. tems can hawalues(dates, numbers, and text) associated with them
and may havearent itemsr subitemswhich are themselves items.

Iltem bullet

The icon at the left of aitemthat can be used like a handle to move the item up, down,
left, or right. Double-clicking an item bullet expands or hides the itsobgemsA black
triangle at the lower-right corner of an item bullet indicates the iterolliapsedand its
subitems are hidden.

Label

Seeoutline label.

Letter tab

The letters on the left side of tRhoneBookwindow. You choose a letter tab to display
all itemsbeginning with that letter. For more information, see Chapter 4, “The
PhoneBook.”

Level

The relative horizontal position of an item in an outline.

Link
SeeOLE link.

Main file

When you create a main file, ECCO automatically saves@alendar,PhoneBook,
Notepad,nformation and so forth in a file on the Workgroup Directory. The filename is
based upon your mail user identification.

All group meetingandappointmentshat you schedule in your main file are recorded in
the ECCO group availability, meeting, and user databases. You create a main file by
selecting the This Is The Main Calendar And PhoneBookBsername>option in the
File Sharing & Access Privileges dialog box. (You can have only one main file.)

Make Private

An option that, when chosen, make@epad folder, column,or form unavailable for
use by others in shared file.This option is available only if you're using a shared file.
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Make Public

An option that, when chosen, makeN@epadfolder, column,or form available for use
by others in @hared file.This option is available only if you're using a shared file.

Master file

ECCO creates a master file with the filename extension .ECG when you first set up for
synchronization or when you first share a file. The master file holds a log of changes
made to the shared file. When no longer needed, those changes are discarded. When
sharing a file using ECCO'’s network features, ECCO creates the master file in the
Workgroup Directory.

Meeting Database

ECCO saves information about all currently scheduled meetings in an ECCO Group
Meeting Database (ECCO_GRP.MDB) on the network server. This database contains
information about thgroup meetingsuch as dates, meeting duration, subject of the
meeting, attendees, attendees’ status, notes, and so forth. Each time a user schedules a
meeting, ECCO checks this database for current information about the meeting, and then
displays this information in the public ECCO Calendar.

Minimized column

A columnthat has been narrowed. Minimized columns let you view more columns at once
or hide the information in columns you don’t currently need to see. You can skip (choose
not to print) minimized columns when you issue a print command. To minimize or restore
a column, double-click the heading at the top of the column.

Multiple-folder column

A columnthat displays in each cell a groupfofdersto which thetemon the
corresponding line has beadded These folders must Iseibfoldersof the folder whose
name appears in tte@lumn heading

Navigator

A control in theCalendarthat lets you move forward and backward by day, month, or
year.

Network files

When you create a shared file, ECCO saves your data in three files on the Workgroup
Directory:

ECCO saves youtalendar PhoneBookandNotepadinformation into the common
ECCO file with the extension .ECC.
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Access privileges are stored in an ECCO file with the same name but with the
extension .ECG. When other users share gooup file ECCO creates lank to the
selected .ECG file. As a result, you can share parts of the group ECCO file —
Calendar, PhoneBook, Notepafisders columns andforms

When you create jpublic file, ECCO also creates an ECCO Gr@ipE Objecffile
with the same name but with the extension .ECB. This file contains all OLE objects
embedded in the group file.

Notepad

A view showing one or mor®ldersand thatemsin them. Each item in an outline can be
repositioned to a differemgével of indentation to express major and minor points. Items
can be expanded or collapsed to hide subordinate levels.

Number column or folder

A type ofcolumnor folder that lets you associate a number with gsaih. A number
column can be used to display a numimuefor each item in &iew.

OLE link

A dynamic link between the data in an ECCO file and a file that contains the same data in
another program. Changes to the file in the other program are reflected in the data linked
to it (the data in the ECCO file). If the ECCO file is open, the data in the ECCO file is
automatically updated. If the ECCO file is closed, the next time you open it, you will be
asked whether you want to update the linked data.

Original file

A file as it exists before file sharing aagnchronizatiortake place.

OLE object

An embedded object in an ECCO file. Double-click an embedded object to open the
program in which the object was originally created. You can thereby edit or make changes
to the object without leaving ECCO or affecting the original source file.

Other shared files

Othershared filesare used primarily for sharing information about special group projects.
You cannot schedulgroup meeting# these filesappointmentshat you schedule in this

file are not recorded in the ECCO group databases. (You can have an unlimited number
of other shared ECCO files, each with unigieEendatr PhoneBookandNotepad
information.)
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Outline label

The number or letter to the left of @am bulletin aNotepad.

Outline note
An outlineitemadded to #honeBoolentry orCalendaritem. To create an outline note,
select the item for which you want to create an outline note, and then pressehéey.

PresENTERagain to create more notes. Useths key to indent items angHIFT+TAB to
promote them. Double-click any item bullet to collapse or expand an item’s subitems.

Outline style

A set of character-formattirgftributesthat applies to a particulével of itemin aview.
Using different outline styles for each level makes it easier to differentiate between your
outline levels.

Parent item

An itemthat has another item subordinate to it. The subordinate item is callditem.

Phone dialer

A PhoneBooKeature that dials a phone number for you. Seetalsphone button.

PhoneBook entry form

An entry form in théPhoneBookn which youadd new or modify existing PhoneBook
items.

PhoneBook

Use the PhoneBook to store phone numbers, addresses, and other information about your

friends, clients, business contacts, and others.

Pop-up list column or folder

A type ofcolumnor folder that lets you associate user-definatleswith eachitem.For
example, a pop-up list for a column or folder titled “Priority” might include the values
High, Medium, and Low. When you select a cell in the “Priority” column, you can
quickly associate the degree of priority with the item on the corresponding line.

Public

A term describing a fild\otepadfolder, column,or form that has been made accessible
to others in @hared file.See alsdlake Public
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Recurring event

An eventthat occurs at regular intervals. For example, if you hawappaintmenthat

occurs every Wednesday morning, you could set a recurring eventQalénredarso that
ECCO automatically schedules your appointment on Wednesday of each week. You can
also makealarmsand to-do’s recurring.

Repeat box

The box in the upper-right corner of the ECCO program window whetottigar is

displayed that displays the icon representing the command last chosen. You can repeat a
command by clicking the icon with the left mouse button. You can customize your toolbar
by clicking the icon in the repeat box with the right mouse button and dragging the icon
onto the toolbar.

Replica

A special copy of a file that can bBgnchronizedvith the original file. You can have up to
250 replicas of a file, all of which can be synchronized in a variety of ways.

Search Results view
The ECCOviewthat displays the results of a search.

Shared File

A file that has been made available to the Workgroup Directory. Shared files can be
accessed by any ECCO user who has access to this directory.

Shooter

A tool that sends information from other programs to ECCO, from ECCO to other
programs, or between two other programs. Using the Shooter, you canlimseahd
embedobjects and selected information from other programs to or in BEG&@Gor
folders,from ECCO views to other programs, or between other programs. Choose the
Shooter icon to display its menu.

Sidebar

The area at the far left side of tBalendarthat displays either the day, week, or month
Busybar, or a 3-month thumbnail.

Status bar

The bar at the bottom of the ECCO program window that displays the date, the time, and
messages to help you use ECCO, such as information about the selected command.
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Status area

The area in th€alendarthat lies to the right of Calendi&ems.It shows whether an
appointmenor tickler itemis recurring and whether aalarm or group meetindhas been
set.

Subfolder

A folder that is subordinate to another folder in fbleler window .In other words, a
folder that is below and to the right of another folder.

Subitem

An itemthat is subordinate to another item. In other words, an item below and to the right
of another item. See alparent item.

Submenu

A menu that opens from another menu when you choose a command.

Summary

A graphical way of displaying th@alendarin date squares that resemble a paper
“planner,” withappointmentsndtickler itemsshown in each square. When you display
your Calendar in summary, you do not sedine nots, nor can you see whether an
appointment or tickler item i®curring or whether ammlarm or group meetindnas been
set.

Synchronization

The matching and updating of data between the master and remote ECCO files so that all
data in these files is consistent. ECCO provides three methods of synchronization:
automatic synchronization, synchronization using email, and manual synchronization.

Telephone button

A button located in th®honeBookoolbar that, when chosen, displays the Dialer/Call
Logger dialog box.

Template

A preformatted ECCO file that may contdiotepadsfolders columnsforms,andfilters

to help you become productive quickly. ECCO comes with a variety of templates to help
you get started. Each template includes customized Notepads, folders, columns, forms,
and filters. Templates have the file extension .ECT.
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Text column or folder

A type ofcolumnor folder that lets you enter or display text for edeimin aview.
Using a text column, you can associate additional text or notes with each item.

Text touch-up

A group of character-formattirgtributesthat you name and store. Apply text touch-ups
to a range of selected text to overradline styles.

Tickler item

A note, reminder, oappointmentisplayed in thdickler sectiorof theCalendarthat
“tickles,” or jogs, your memory.

Tickler section

Area of theCalendarin which reminders that “tickle” your memory—tasks you need to
do or upcomin@ppointmentyou need to prepare for—are displayed.

Toolbar

An ECCO feature that gives you quick access to frequently used commands. The toolbar
can be displayed across the upper part of the ECCO program window, G&&and
the Shooter.

Top-level item

An itemlocated at the highest (left-most) level of an outline. When you type top-level
items in aNotepad they are automaticallgddedto thefolder.

User Database

ECCO saves information about ECCO users who share a directory on the network server
in an ECCO Group User Database (ECCO_GRP.UDB) on the network file server.

User Identification
When you choose a Workgroup Directory, ECCO adds your user identification to the

User Database(Your ECCO network user identification is based on your mail system
user name and password.)

Value

A number, date, or additional text associated wititem. You can associate any number
of values with an item by entering those values into any numimaiains.
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Value edit box

A pop-up box in which you enter or edit text, numbers, appointment times, dates, and
pop-up listvalues.The value you enter is associated with the selétnts).See also
appointment edit box

View

A window displaying the Calendar, the PhoneBook, or a Notepad. Every ECCO file
contains &Calendar,aPhoneBookand any number diotepadsSee als@eomposite
view,
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Index

1 Level Only command, 297
3-month sidebar display, 22
About ECCO command, 341
Accepting meeting request, 243
Access privileges

administrative assistant, 225, 246

default, 223, 225

described, 365

granting, 223, 225, 261

resource administrator, 250
Active view

described, 365

Active View command, Shooter menu,
347

Add, 365
Add Appointment dialog box, 27, 327
Add Appt. Item command, 27, 327
Add by Form

dialog box, 309

Add by Form command, Shooter menu,
348

Add by Form dialog box, 199, 216

Add File Name or Program to Menu
dialog box, 312

Add Folders to View command, 345

Add Group Meeting command, 233,
236, 237, 329

Add Item
command, 295
Left command, 295
Right command, 295
Add Multi-Day Appointment
command, 28
dialog box, 28

Add Multi-Day Appointment dialog
box, 327

Add Multi-Day Appt. command, 327

Add New Item by Form command, 199,
216, 309

Add Outline Note

command, Calendar menu, 45, 331,
332

command, PhoneBook menu, 336
Add Related Dates
command, 49
dialog box, 49
Add Selected Items to Folder(s)
command, 169, 346
Add Tickler
command, 31, 328
dialog box, 31, 328
Add Tickler Item dialog box, 31, 328
Add View to Window command, 294
Adding
appointments, 27, 327
buttons to toolbar, 92
folders to Notepad, 174, 345
group meetings, 233, 329
items, 295
items by form, 199, 216, 309, 348
items to folders, 165, 169, 346
multi-day appointments, 28, 327
outline notes, 45, 331, 332, 336
PhoneBook names, 335
related dates, 49
ticklers, 31, 33, 328
views to window, 294
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Adding files or programs to Get Disk
Files menu, 147

Address Printing command, PhoneBook
menu, 336

Address Printing Defaults dialog box,
336

Addresses
envelope printing, 284
getting with Shooter, 349
printing
home/business, 336
Adjusted Size command, Objects
submenu, 292
Administrative assistants, 225, 246
described, 365
Advanced filters, 208, 210
Alarms
actions, 38
canceling, 40

command, Tools menu, 36, 37, 38,
41, 315

creating, 36, 37, 40, 315, 350
custom, 36, 37, 40, 41
described, 36, 365
files described, 365
managing, 41, 317
menu, 40, 350
reviewing, 41, 316
simple, 36, 40
Alarms dialog box, 350
Alarms Occurred dialog box, 36
Alerts, restoring, 320

Aliases (See Meeting attendee groups),
236

Alignment
column, 187, 324, 325
command, Column menu, 187, 325
described, 366

All Subs command, Show Sub-ltems
submenu, 297

Anchor dates, 48

Application program interface (API),
366

Apply Form dialog box, 200, 311
Apply Form to Items command, 200,
311
Applying
filters, 207, 208, 306
forms, 200, 311
outline styles, 81
text touch-ups, 79
Appointment section, 17
described, 366
Appointments
adding, 27, 327
changing, 29
default folders, 167
deleting, 30
described, 25, 366
edit box, described, 366
multi-day, 28, 327, 331
options, 23
scheduling, 27, 28, 29
section, 290
ticklers for, 31, 33

ASCII characters, exporting PhoneBook
as, 110

Assign Folders command, 166, 341
Assign/Search by Keys command, 345
Assigning folders, 166, 341, 345, 346
Attendee Status dialog box, 240

Attendees, meeting, 233, 235, 236, 237,
240, 244

Attributes
character formatting, 77
described, 366
outline styles, 81
text touch-ups, 79, 299
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Audio-video equipment (See Meeting
resources), 267

Auto Assign Rules command, Folder
menu, 171, 344

Auto Assignment Rules dialog box,
171, 344

Auto-assigning folders, 170, 171, 344
Automatic synchronization, 254
Autosave, 16, 320
Availability database, 235, 239
described, 366
Available, keeping time, 353
Backup files
described, 366
saving, 16, 320
Bar chart of dates (See Gantt columns),
324

Billing, 213, 214, 215, 217

Bold style, 299

Bottom pane, 290

Browse
Add as Item command, 311
Add to Menu command, 312

Busybars, 17, 22, 177, 332
described, 367

Calculate Sum dialog box, 191

Calculate Time and Expense Billing
dialog box, 217

Calculating
sums, 191
time & expense billing, 217
Calendar
Calendar menu, 326
columns, 47
command, Shooter menu, 347
command, View menu, 17, 292
customizing, 23
default folders, 167
described, 3, 17, 367
detail display, 20, 21

exporting from, 114
filtering, 207
group, 242, 332

importing date information into
Notepads, 107

main file, 223

menu, 326

navigating in, 332
options, 21, 23

Options command, 21, 23

PhoneBook, using with, 28, 332,
333, 339, 340, 341

printing, 48, 278, 280
sending selection to, 347
summary display, 20, 21
viewing, 14, 17, 19, 20, 292
window, 17
Calendar Options dialog box, 23
Calendar/PhoneBook button, 17, 28
described, 367
Call logger, 367
Calls
dialing, 338
logging, 216, 319, 338
Canceling
alarms, 40
group meetings, 241
recurring events, 45
ccMail, 255, 261
Chained dates, 49
Chameleon Z-Mail Pro, 255, 261

Change Appointment to Group Meeting
dialog box, 353

Change PhoneBook Form command,
336

Change Recurring Event dialog box, 44
Character

command, 77, 81, 187, 298

dialog box, 77, 81, 298

formatting, 77, 187, 298
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Chart of dates (See Gantt columns), 324
Checkmark column or folder, 367
Checkmark columns or folders

changing folder type, 342

described, 176, 188

inserting, 323

properties, 324

specifying symbol, 325
CheckMark command

Column menu, 325

Folder Type submenu, 342

Choose Column Set dialog box, 112,
114

Choose ECCO Default Printer dialog
box, 286

Choose ECCO File command,
Preferences submenu, 348

Choose Field Set dialog box, 110, 116

Choose Fields for Import into
PhoneBook dialog box, 105, 116

Choose File Name to Paste dialog box,
311

Choose Notepad Folders command,
174, 294

Choose Notepad Folders dialog box,
174, 294

Choose Users, Groups, and Resources
dialog box, 225, 233, 235, 236, 237,
242, 243, 244, 248, 250, 332
access privileges, 225
group calendar, 242, 332
group meetings, 233, 235, 236,
237, 243, 244
meeting resources, 248, 250
Close box button, 367
Close File command, 16, 261
Closing files, 16, 261
Collapse, 367
Color
Busybar, 22, 25, 177
outline styles, 300

text, 299

views (preference), 320
Color command, Format menu, 299
Color preferences, 269

Column Character Format dialog box,
77

Column Grid command, Display
submenu, 320

Column heading, 323, 325
dialog box, 323
Column menu, 322
Column pane, 54
column grid, 320
customizing, 187
described, 13, 184, 368
opening, 290
showing, 47, 323
switching to, 290
Column pane, resizing, 75

Column Properties dialog box, 192,
195, 324

Column values
printing, 102
Column Width dialog box, 187, 324,
326
Columns
(See also Folders), 323

(See also specific column types),
323

alignment, 187, 324, 325
calculating sums, 191

Calendar, 47

Calendar printing, 280

character formatting, 77, 187
Column Heading dialog box, 185
Column menu, 322

customizing, 187

described, 183, 184, 368

descriptions in cells (preference),
320

entering information, 75
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entering values, 183, 186
examples, 183

exporting, 112, 114

heading, 185, 187, 368

importing, 105, 107, 114
inserting, 185, 190, 191, 195, 231,
323, 345

Make Public, 193, 231, 326
minimizing, 187, 326

moving, 187, 326

multiple folders (See Multiple-
folder columns), 193

printing Notepads, 282, 283
properties, 192, 195, 324
removing, 186, 324
sharing, 231

showing, 184, 187

showing item info, 295
showing more, 76

standard column sets, 192
types, 184, 185, 323

width, 187, 324, 326

Combining

Notepads, 114
PhoneBooks, 116

Commands

(See also specific commands), 13
adding to toolbar as buttons, 92
Date Settings dialog box, 349
Help on, 340

menu bar, 259

non-menu bar, 341

Shooter menu, 341

Comma-separated values, 105, 110

described, 368

Common ECCO file, 368
Composite view, 368
Computer

system requirements, 9

Computers, synchronizing (See
Synchronizing files), 251
Connecting to Workgroup, 221
Contents command, 340
Context parents, 86, 179, 181, 230
described, 368
Copy command, 287
Copying
Copy command, 287
files, 16

Copying information between programs,
139

Correspondence Manager, 339
command, 339
dialog box, 339
Country settings, 23
Create a New Filter dialog box, 210
Create an Alarm dialog box, 36, 37, 315

Create Meeting Resource command,
Network submenu, 267

Create Meeting Resource dialog box,
248, 267

Create New Alarm command, Alarms
submenu, 36, 37, 38, 315

Create New Form dialog box, 198, 307

Create New Gantt Column dialog box,
190, 324

Create Notepad dialog box, 174, 292
Create Notepad Options dialog box, 174
Create Phone Form dialog box, 336
Creating

(See also Inserting), 323

alarms, 36, 37, 40, 315, 350

files, 11

filters, 205, 210, 304

folders, 165, 167

forms, 198, 307

meeting resources, 248, 267

Notepads, 174, 292

outline labels, 83, 301

PhoneBook entry forms, 336
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recurring events, 42
related dates, 49
replicas, 257
templates, 12
text touch-ups, 79, 299
ticklers, 31, 33
CSV, 368
Cumulative labels, 83
described, 369
Custom Alarm dialog box, 37, 38
Custom alarms, 36, 37, 40, 41

Custom command, Recur submenu, 352

Custom Holiday dialog box, 23
Custom recurring events, 42
Customer Service, 6
Customizing
(See also Preferences), 320
Calendar, 23
column pane, 187
columns, 187
date folders, 177
Gantt columns, 191
holidays (options), 23
number folders, 179
pop-up list folders, 178
toolbar, 91, 92, 319
Cut command, 287

Daily events (See Recurring events),
352

Daily network backup, 16, 320
Database, 270
compact, 277
recover, 277
test, 277
test availability, 278
Date columns or folders
customizing, 177
described, 176, 188, 369
inserting, 323
properties, 177, 324, 343

Date Properties dialog box, 177, 324,
343

Date Settings dialog box
changing appointments, 29
changing ticklers, 34
commands, 349
creating recurring events, 42
creating ticklers, 33
described, 17, 25, 369
displaying, 331
scheduling group meetings, 233
setting alarms, 40

Date stamp, 290

Dates

bar chart of (See Gantt columns),
324

column formats, 324, 325
folder formats, 343
international formats, 23
moving to, 19

related, 48, 49, 51
stamp, 290

Date-Specific Options command, Recur
submenu, 353

Day
button, 17, 20
details, 21
Details dialog box, 21
moving to, 19
start of (preference), 23
viewing Calendar by, 17, 20

Day, week, month, and year buttons,
369

Declining meeting request, 243, 245
Default
access privileges, 223, 225
address printing, 336
column properties, 324
columns in Notepads, 192
folder properties, 177, 343
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folders, 167

template, 11
DEFAULT.ECT file, 11
Delegating meeting request, 243
Delete Folder

command, 168

dialog box, 168
Delete Folder command, 345
Delete Items

command, 30

dialog box, 30
Delete Items command, 172, 287
Delete Items dialog box, 287, 336
Delete Name command, 336
Deleting

(See also Managing), 317

(See also Removing), 294

alarms, 40, 316

appointments, 30

folders, 168, 345

group meetings, 241

items, 172, 287, 295

meeting mail, 246

PhoneBook names, 336

recurring events, 45

shared files, 229

values, 186
Demoting items, 181, 297
Detail display, 20, 21

described, 369
Detail/Summary button, 21, 369
Dial Phone command, 216, 338
Dialer/Call Logger dialog box, 216, 338
Dialing phone, 338
Dialog box messages

alarms displaying, 38, 350

restoring, 320

Directory, ECCO Workgroup (See
ECCO Workgroup Directory), 222

Directory, Workgroup (See ECCO
Workgroup Directory), 222

Disconnecting from shared file, 229
Disk files, 311

managing, 148

working with, 147
Display command, Tools menu, 320
Display options, 320
Documentation

16- vs. 32-bit, 6

described, 5

Getting Started Guide, 5

Online Help, 5

README.WRI, 6

TECHINFO.ECO, 6

User's Guide, 5
Done

column/folder, 47

marking as, 34, 297

showing ticklers until, 33, 34
DOS text, exporting PhoneBook as, 110

Down command, Move ltems submenu,
297

Downloading ECCO technical
information, 6

Drag and drop
adding folders to Notepads, 174

adding items to folders, 90, 165,
169

customizing toolbar, 92
inserting folder columns, 191

promoting/demoting/moving items,
90

scheduling appointments, 28, 90
Dynamic Help, 341
ECCO

Customer Service, 6

described, 1

documentation, 5
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exiting, 16, 286
files, switching between, 15
Help, 5, 340
installing, 9
navigating in, 12
online support, 6
options, 320
other features, 5
program window, 13
starting, 10, 320
system requirements, 9
Technical Support, 6
tutorial, 5
version of, 341

ECCO Workgroup Directory
connecting to, 221, 222
described, 221
files created in, 225

Edit Appointment or Tickler dialog box
adding outline notes, 45
changing appointments, 29
changing ticklers, 34
creating recurring events, 42
options described, 25
setting alarms, 40

Edit command, Objects submenu, 292

Edit Folders command, 166, 168, 230,
341, 342

Edit Form dialog box, 308
Edit Groups dialog box, 236, 237
Edit menu, 286

Edit Multi-Day Appointment dialog
box, 331

Electronic mail (See Mail), 261
Embedded objects

editing, 151
Embedding objects

Paste Special command, 287

End of day/week (Calendar options), 23
Enter (ENT) button, 186
described, 369
Entry form, 54
Envelope address position, 284

Equipment (See Meeting resources),
267

Ergonomic reminders, 42

ESC (Escape) button, 370

Event, 370

Every Day command, 352

Every Mon thru Fri command, 353

Existing Column or Folder command,
Insert Column submenu, 114, 185, 191,
323

Exit command, 16, 286

Exiting ECCO, 16, 286

Expand command, Show Sub-ltems
submenu, 297

Expenses, billing for, 213, 214, 215,
217

Export, 370

Export Changes command, Synchronize
submenu, 253, 255, 266

Export Changes dialog box, 253, 255,
266

Export command, 105, 110, 112, 114,
116

Export Notepad and Columns dialog
box, 112, 114

Export Notepad dialog box, 112, 114
Export PhoneBook dialog box, 110, 116
Exporting

Calendar, 114

changes to synchronized file, 252,
253, 255, 266

described, 105

Notepads, 112, 114
PhoneBook, 110, 116
Timex® Data Link", 119, 313
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Facilities (See Meeting resources), 267
File

compact, 277

menu, 259

Properties, 227, 229

recovery, 277

test data integrity, 277

File Import dialog box, 105, 107, 114,
116

File Manager, 311
File Open dialog box, 11, 259
File Properties, 16
command, 229
Connection Status tab, 229
Password tab, 227
File sharing
columns, 231

connecting to ECCO Workgroup,
221, 222

described, 221, 223, 261
disconnecting, 229

files created, 225

folders, 230, 231

granting access privileges, 225
Notepads, 230

opening shared files, 228, 259
wizard, 223, 225

File Sharing and Access Privileges
dialog box, 225, 250, 261

Files
backup, 320
closing, 16, 261
creating, 11
exporting (See Exporting), 105
importing (See Importing), 105
inserting references to, 311
launching, 38, 313, 350
main, 223
master, 225, 251
opening (See Opening files), 259

original, 251
replica, 251, 257
saving, 15, 16, 261, 286, 320
sharing (See File sharing), 261
switching between, 15

Files menu, 14, 15

Files to Launch command, Get Disk
Files submenu, 313

Filter Current View dialog box, 205,
208, 210, 304

Filter View command, 205, 210, 212,
304

Filters
advanced, 208, 210
applying, 207, 208, 306
creating, 205, 210, 304
described, 203, 304, 370
finding with, 86, 212
managing, 212, 305
Find
command, 85, 86, 212, 288
dialog box, 85, 86, 212, 288
Find and Replace dialog box, 87, 289
Find Folder command, 85, 288, 342
Find Next command, 85, 290
Find/Replace command, 85, 87, 289
Finding
and replacing, 85, 87, 289
folders, 85, 288, 342
items, 85, 86, 212, 288
next instance, 85, 290
Flags (See Ticklers), 31
Floppy disk, synchronizing with, 253
Folder buttons, 166
described, 370
Folder menu, 166, 341

Folder options pop-up menu, 169, 172,
173, 346

described, 371
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Folder Type command, 177, 342
Folder values

described, 175

Folder window

adding folders to Notepads, 174
adding items to folders, 169
command, View menu, 294
creating folders, 165, 167
deleting folders, 168

described, 14, 165, 166, 371
folder buttons, 166

organizing, 166

removing items from folders, 173
shared folders, 231

Shooter, 348

viewing, 165, 294

viewing item's folders, 180

folder window described, 165, 166
Help on, 341

Home folder, 326

inserting, 342

inserting as columns, 191, 323
levels and, 181

Make Public, 230, 346

moving, 166

multiple in column (See Multiple-
folder columns), 193

organizing in folder window, 166
properties, 177, 178, 179, 343
removing from Notepads, 175, 288
removing items from, 172, 173, 346
renaming, 168

sending selection to, 348

shared, 230, 231

showing item info, 179, 180, 295
Tickler section, 31
types, 175, 177, 342

Folder Window command, View menu,
165, 169, 231

Folders

(See also Columns), 323

(See also specific folder types), 342
adding items to, 165, 169, 346
adding to Notepad, 174, 345
assigning, 166, 341, 345, 346
auto-assigning, 170, 171, 344
choosing for Notepad, 174, 294
command, Shooter menu, 348
creating, 165, 167

creating Notepad from, 174
cutting, 287

default, 167

defined, 163

deleting, 168, 345

described, 163, 164, 165, 370
editing, 166, 341, 342

examples, 164

finding, 85, 288, 342

Folder menu, 341

Folder options pop-up menu, 346

value, 371
viewing contents, 173, 179

viewing in scratch Notepad, 165,
173, 346

Font command, 298

Fonts
applying, 298
outline styles, 300

Form, 371

Format
command, Column menu, 325
menu, 298

Formatting
date and number columns, 324, 325
date and number folders, 343
international dates and numbers, 23
items, 77, 298

Forms
adding items by, 199, 216, 309, 348
applying, 200, 311

Page 401



creating, 198, 307

described, 197

example, 197

expense, 216

Make Public, 232

managing, 202, 232, 308
PhoneBook (See PhoneBook
forms), 336

sending selection by, 348

sharing, 232

viewing items by, 201, 217, 310
FTP

launching address from ECCO, 218
ftp.netmanage.com, 6
Gantt columns

creating, 190, 324

customizing, 191

described, 189, 371

properties, 324

Get Address command, Shooter menu,
349

Get Address dialog box, 349
Get Disk Files command, 311
Go to ECCO command, 349
Go to Pane command, 290
Go to Today button, 17, 19

Granting access privileges, 223, 225,
261

Graphics
(See also OLE objects), 291
sending with Shooter, 346, 348
Group Calendar, 242, 332

Group Calendar Options dialog box,
332

Group files, 371

Group meetings
accepting request, 243
additional attendees, 244
administrative assistants, 225, 246
attendee groups, 236, 237

canceling, 241
changing attendees, 240
changing duration, 240
Date Settings dialog box, 25
declining request, 243, 245
delegating request, 243
described, 372
keeping time available, 353
meeting resources, 248, 250, 267
reading meeting mail, 242, 293
rescheduling, 239
reviewing schedule, 243
scheduling, 233, 239, 329, 353
selecting attendees, 235
Group menu, 353
Group OLE object files, 225
described, 372
Group scheduling
(See also Group meetings), 233
availability database, 235, 239
meeting database, 238
Heading
column, 187
command, Column menu, 187
Heading command, Column menu, 325
Heading, column, 185, 323, 325

Help
described, 5, 340
dynamic, 341

ECCO Customer Service, 6
ECCO Technical Support, 6
menu, 340
online, 5
Shooter, 349
Help on ECCO Folders command, 341
Help on this View command, 340

Hide command, Show Sub-ltems
submenu, 297

Hide Form command, 337
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Hiding
column pane, 323
folder window, 294
levels, 296
PhoneBook entry form, 337
sidebar, 22
subitems, 297
toolbar, 91
Holidays, 23
Home folder, 326, 372
Ignore Filter command, 207, 306
Import, 372

Import Changes command, Synchronize
submenu, 253, 266, 268

Import command, 105, 107, 114, 116

Import ECCO Merge File dialog box,
266, 268

Import into Current View dialog box,
107, 114

Importing
changes to synchronized file, 253,
255, 266, 268
described, 105
Notepads, 107, 114
PhoneBook, 105, 116
Initialization, 372
Initiator, 233, 372

Insert Column command, 114, 185, 190,
191, 231, 323

Insert command, Edit menu, 290
Insert Date Stamp command, 290

Insert Folder Columns dialog box, 114,
185, 323

Insert Pop-Up List Column dialog box,
178, 324

Inserting

columns, 185, 190, 191, 195, 231,
323, 345

file references, 311
folders, 342
new line in item, 290

OLE objects, 291
tab in item, 290
Installing ECCO, 9
International settings, 23
Internet
launching, 313
launching addresses, 218
online support for ECCO, 6
Italic style, 299
Item, 373
Item bullets
described, 373
skipping, 84, 301
Item menu, 295
Item's Calendar Tickler Options dialog
box, 33, 34
Iltems
adding, 295
adding by form, 199, 216, 309, 348
adding to folders, 165, 169, 346
applying forms to, 200, 311
cutting, 287
defined, 163
deleting, 172, 287, 295
demoting, 181, 297
formatting, 77, 298
Iltem menu, 295
joining, 295
Make Private, 230, 298
moving, 297
promoting, 181, 297

removing from folders, 172, 173,
346

shared, 229, 230

showing item info, 179, 180, 295
sorting, 47, 88, 193, 303
splitting, 295

top-level, 88, 181

typing, 169

viewing by form, 201, 217, 310
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working with, 77
Join Items command, 295
Keep Time Available command, 353
Keyboard and mouse shortcuts
Calendar, 360
Edit menu, 355
File menu, 355
Folder window, 362
Formatting, 359
Moving the cursor, 357
Outlining, 357
PhoneBook, 361
Toolbar, 362
Working with Windows, 356
Language settings, 23
LapLink, 254
Launch command, 313
Launch Internet command, 218, 313
Launching
files, 38, 313, 350
Internet, 218, 313
other programs, 313

Launching other programs from ECCO,
146

Learning ECCO (See Tutorial), 5

Left command, Move Items submenu,
297

Left pane, 290

Letter tab, 373

Levels, 373
described, 181
folders and, 181
outline styles, 81, 300
showing, 296

Line, inserting in item, 290

Linked objects
editing, 152

Linked or embedded objects
deleting, 154
resizing, 154

Linking and embedding
introduction, 149
Linking objects
Paste Special command, 287
Links
changing, 153
updating, 152
Links dialog box, 291

List of values (See Pop-up list columns
or folders), 342

Locking shared files, 223
Logging
calls, 216, 319, 338
time, 216, 319
Lotus ccMail, 255, 261
Mail
ECCO preferences, 320
group meetings, 235, 238, 242,
243, 246, 293
merge files, 255
sending, 238, 261
Mail-merge
exporting records, 105, 110, 112,
114, 116
importing records, 107, 114, 116
Main file, 223, 373

Make Appointment or Tickler dialog
box, 28

Make Group Meeting command, 233,
353

Make Item Private command, 230, 298
Make Private, 230, 231, 298
described, 373
Make Public
columns, 193, 231, 326
command, Column menu, 326
described, 374
folders, 230, 346
forms, 232
PhoneBook entry forms, 337
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views, 230, 295
Make Public command
Folder menu, 346

Make Public command, Column menu,
193, 231

Make Public command, Folder menu,
230

Make View Public command, 230, 295
Manage command

Change PhoneBook Form
submenu, 337

Filter View submenu, 305
Notepads submenu, 293

Outline Labels submenu, 83, 302
Print Catalog submenu, 285

Text Touch-Ups submenu, 80, 300

Manage command, Filter View
submenu, 212

Manage Custom Holidays dialog box,
23

Manage Forms
command, 202, 232, 308
dialog box, 202, 232, 308
Manage Menu

command, Get Disk Files submenu,
312

dialog box, 312
Manage Named Alarms

command, 317

dialog box, 317
Manage Named Alarms command, 41
Manage Named Alarms dialog box, 41

Manage Named Filters dialog box, 212,
305

Manage Named Notepads dialog box,
293

Manage Outline Labels dialog box, 83,
302

Manage Page Setups
command, 286
dialog box, 286

Manage Phone Forms dialog box, 337

Manage Print Catalog Entries dialog
box, 285

Manage Text Touch-Ups dialog box,
80, 300

Managing
alarms, 41, 317
filters, 212, 305
forms, 202, 232, 308
Get Disk Files menu, 312
holidays, 23
Notepads, 293
outline labels, 83, 302
page setups, 286
PhoneBook entry forms, 337
print catalogs, 285
text touch-ups, 80, 300
Manual synchronization, 253
Margins, 278, 284
Mark as Done command, 34, 297
Marking items as done, 34, 297
Master file, 225, 251
described, 374
Meeting attendee groups, 236, 237
Meeting database, 238
described, 374
Meeting mail, 235, 238, 242, 243, 246,
293

command, 242, 293
Meeting Message dialog box, 242

Meeting Request dialog box, 243, 244,
246

Meeting resources, 248, 250, 267

Meetings, group (See Group meetings),
329

Menu bar

commands, 259

ECCO program window, 13
Menu Help command, 340
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Menus
(See also specific menus), 12, 13
adding to toolbar, 93
Help on, 340
submenus, 93
Merge malil
(See Mail-merge, exporting
records), 105
Merging items, 295
Message window, 293
Messages
dialog box,alarms displaying, 350
displaying alarm dialog box, 38
mail (See Mail), 293
restoring dialog box, 320
Microsoft Exchange, 255, 261
Microsoft Mail, 255, 261

Minimize command, Objects submenu,
291

Minimized column, 374

Minimizing
columns, 187, 326
objects, 291
Month

button, 17, 20
moving to, 19
viewing Calendar by, 17, 20

Monthly events (See Recurring events),
353

Move Column command, 187, 326
Move Items command, 297
Moving
columns, 187, 326
folders, 166
items, 297
to dates, 19
Multi-day appointments, 28, 327, 331

Multiple computers (See Synchronizing
files), 251

Multiple-folder columns
described, 193, 374
displaying, 195
editing, 195
Home folder, 326
Named Alarms command, 351
Named Filters command, 306
Named Outline Labels command, 303
Named Text Touch-Ups command, 300

Names, PhoneBook (See PhoneBook
names), 335

Naming (See Creating, Managing,
Saving), 285

Navigate command, Calendar menu,
332

Navigating in ECCO, 12
Navigator, 374
Navigator (Calendar), 17, 19
NetManage
Chameleon zZ-Mail Pro, 255, 261
ECCO Customer Service, 6
ECCO Technical Support, 6
FTP server, 6
Network
backup files saved to, 16, 320
backups, 270
files, 374

New CheckMark command, Insert
Column submenu, 323

New command

Change PhoneBook Form
submenu, 336

File menu, 11, 259

Filter View submenu, 304
Outline Labels submenu, 301
Print Catalog submenu, 285
Text Touch-Ups submenu, 299

New command, Filter View submenu,
205, 210
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New command, Outline Labels
submenu, 83

New command, Text Touch-Ups
submenu, 79

New Date command, Insert Column
submenu, 323

New Folder command, 165, 167, 342
New Form command, 198, 307

New Gantt command, Insert Column
submenu, 190, 324

New Line command, Insert submenu,
290

New Name command, 335

New Named Text Touch-Up dialog box,
79, 299

New Notepad command, Notepads
submenu, 174, 292

New Number command, Insert Column
submenu, 323

New PhoneBook Name dialog box, 335

New Pop-Up List command, Insert
Column submenu, 324

New Print Catalog dialog box, 285

New Text command, Insert Column
submenu, 323

Next button, 54

Next day/month/year, 19

Next instance of found text, 85, 290
None command, Alarms menu, 350
Non-Recurring command, 352

Notepad Views command, Notepads
submenu, 293

Notepads
adding folders to, 174, 345
choosing folders for, 174, 294
combining, 114
command, View menu, 174
creating, 70, 174, 292
default columns in, 192
described, 375
exporting, 112, 114

filtering, 208
importing, 107, 114
managing, 74, 293
printing, 98, 278, 282
removing folders from, 175, 288
removing items from, 172
shared, 230
using, 70
viewing, 14, 292, 293
Notepads (See also Outlining, Views), 4
described, 4
Notepads and outlining, 70
Notepads command
View menu, 292
Number columns or folders
changing folder type, 342
customizing, 179
described, 176, 188, 375
inserting, 323
properties, 179, 324, 343

Number command, Folder Type
submenu, 342

Number formats

columns, 324, 325

folders, 179, 343

international, 23
Number Properties dialog box, 179, 343
Numbering outlines (See Outline
labels), 82
Objects (See OLE objects), 291
Objects command, Edit menu, 291
OLE links

command, 291

creating, 287

described, 375

editing linked objects, 291

sending selection as, 348
OLE objects

described, 375

editing, 292
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embedding, 150, 287
group, 225
inserting, 291
linking, 151, 287
other options, 292
resizing, 291
sending selection as, 348
Online
Help (See Help), 5, 340
support for ECCO, 6
working, 254
Open command
File menu, 11, 259

Open Shared ECCO File dialog box,
228, 250, 259

Opening files
described, 11, 259
recently opened, 286
shared, 228, 259
templates, 11, 259

Options, 15
Calendar, 21, 23
command, Tools menu, 320
ECCO, 320

Orientation, page, 278, 284

Original file, 251, 375

Original Size command, Objects
submenu, 292

Other command, Objects submenu, 292

Other Program command, Shooter
menu, 348

Other programs
command, Insert submenu, 291
exporting to (See Exporting), 105
importing from (See Importing),
105
inserting file references to, 311
inserting OLE objects from, 291
launching, 313

Other shared files, 223, 375
Outline items

adding, 71

deleting, 73

promoting, demoting, and moving,
72

selecting, 72
viewing, 73
Outline labels, 82, 83, 84, 301
command, 301
described, 376
dialog box, 301
Outline Labels command, 83, 84
Outline Labels dialog box, 83
Outline notes
(See also Subitems), 296
adding, 45, 331, 332, 336
described, 376
printing, 280, 282
recurring events, 44, 45, 332
using, 70
Outline Notes and Columns dialog box,
280

Outline styles, 81, 300
command, 300
described, 376
dialog box, 300

Outline Styles command, 81

Outline Styles dialog box, 81

Page Setup
specifying, 100

Page Setup dialog box, 278

Page setups
managing, 286
specifying, 278, 284

Page size, 278, 284

Panes, 290

Parent item, 376

Password tab, 227
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Passwords, 227, 270
Paste command, 287
Paste Special command, 287
PC Remote, 254
Phone dialer, 376
Phone, dialing, 338
Phone/Time Log
command, 319
dialog box, 319
PhoneBook, 376
about displaying information, 62
adding entries, 56
adding new entries, 55
adding outline notes, 56
calendar, 66

Calendar, using with, 28, 332, 333,
339, 340, 341

combining PhoneBooks, 116
creating custom entries, 57
default folders, 167

deleting entries, 57

described, 1

dialing, 64

dialing and logging calls, 63
displaying all entries, 62
displaying and hiding entries, 58
entering information, 55

entry form, 54

exporting, 110, 116

filtering, 207

finding information, 59

getting addresses with Shooter, 349

main file, 223

menu, 53

modem setup, 63
multiple entries, 58
Next button, 54
PhoneBook menu, 335
printing, 97, 278, 281, 282
querying, 61

Search button, 54
search for text, 60
search options, 59
toolbar, 53

viewing, 14, 292

PhoneBook command

View menu, 292

PhoneBook entry form, 376
PhoneBook entry forms

changing, 336
creating, 336
hiding, 337

Make Public, 337
managing, 337
show at right, 338
show below, 338
switching to, 290

PhoneBook menu, 335
PhoneBook names

adding, 335
deleting, 336
searching, 336
showing all, 336

importing, 105, 116
importing, exporting, and malil
merge, 66

introduction, 54

letter tabs, 60

list, 54

logging calls, 65

logging time, 66

Plain style, 299
Playing sounds, 38, 350

Pop-Up List Column Values dialog box,

324, 342

Pop-up list columns or folders

adding values, 47, 178

changing folder type, 342

customizing, 178

described, 177, 189, 376
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inserting, 324
properties, 178, 324, 343

Pop-Up List command, Folder Type
submenu, 342

Preferences
Shooter, 348

Preferences command, Shooter menu,
348

Previous day/month/year, 19
Print areas, 278, 284
Print Calendar View dialog box, 278
Print Catalog
command, 285

command, Print Catalog submenu,
285

described, 285
Print command, 278
Print Notepad dialog box, 278
Print PhoneBook View dialog box, 278
Print settings
catalog of, 102

Print settings (See Page setups, Print
catalogs), 285

Printer Setup command, 286
Printing, 95
Calendar, 48, 278, 280
catalogs, 102
described, 278
envelope addressing, 284
home/business addresses, 336
managing page setups, 286
Notepads, 278, 282, 283
page setups
specifying, 278
PhoneBook, 278, 281, 282
print catalogs, 285
printer setup, 286
specifying page setups, 284

Printing options, 101
Private, 230, 231, 298
Program window, 13

Programs other than ECCO (See Other
programs), 311

Project tracking

(See Gantt columns, Related dates),
48

(See Related dates), 48
Promoting items, 181, 297
Properties

columns, 192, 195, 324

command, Column menu, 324

command, Folder menu, 343

folders, 177, 178, 179, 343

Properties command, Column menu,
195

Properties command, Folder menu, 177,
178, 179

Public, 376

(See also File sharing, Make
Public), 295

Quitting (See Exiting ECCO), 16
Reading meeting mail, 242
README.WRI file, 5
Read-only files, 259
Recently opened files, 286
Recur menu, 42, 351
Recurring Event dialog box, 352
Recurring events
canceling, 45
changing, 44
creating, 42
custom, 42
described, 42, 377
dialog box, 42
outline notes, 44, 45, 332
Recur menu, 351
Related dates, 48, 49, 51
Options dialog box, 49

Page 410



Relative to Last command, Shooter
menu, 348

Reminders (See Ticklers), 31

Remote Access Sync command,
Synchronize submenu, 254, 267

Remote access synchronization, 254,
267

Remote Access Synchronization dialog
box, 267

Remove Column command, 324
Remove Folders command, 175, 288

Remove Selected Items from Folder(s)
command, 173, 346

Remove View From Window command,
294

Removing
(See also Deleting), 287
(See also Managing), 317
alarms, 350
columns, 186, 324
folders from all views, 345
folders from Notepad, 175, 288
items from folders, 172, 173, 346
items from Notepad, 172
ticklers, 34
view from window, 294
Renaming
(See also Managing, Saving), 41
folders, 168
Reordering (See Managing), 285
Repeat box, 13, 92, 93, 377

Repeating events (See Recurring
events), 351

Replacing text
(See also Finding), 289
described, 85, 87, 289
Replica, 251, 257
described, 377

Reschedule Group Meeting dialog box,
239

Rescheduling
appointments, 29
group meetings, 239
Resizing
OLE objects, 291
Resource administrator, 250
Resources, meeting, 248, 250, 267

Restart Sequence command, Outline
labels

submenu, 301

Restart Sequence command, Outline
Labels submenu, 84

Restore Dialog Alerts command,
Display submenu, 320

Review Alarms

command, 316

dialog box, 316
Review Alarms command, 41
Review Alarms dialog box, 41

Review Meeting (Initiator) dialog box,
240

Review Meeting dialog box, 238, 239,
241, 244, 245

Right command, Move Items submenu,
297

Right pane, 290
Rooms (See Meeting resources), 267
Rules, auto-assignment, 170, 171, 344
Running ECCO, 10
Running other ECCO programs, 146
Save As

command, 12, 261

dialog box, 12, 15, 261
Save command, 15, 261

Save File for Other Computer dialog
box, 257

Saving
backup files, 15, 320
ECCO Options, 15, 320
files, 15, 16, 261, 286, 320
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print settings (See Page setups,
Print catalogs), 285

templates, 12

Schedule Group Meeting dialog box,
233, 235, 236, 237, 329

Scheduling

(See also Calendar, Group
scheduling), 19

appointments, 27, 28, 29
group meetings, 233, 239, 329, 353
meeting resources, 248
multi-day appointments, 28
vacations, 28
Scratch Notepad, 165, 173, 346
Search
command, Help menu, 340
dialog box, 340
Search button, 54

Search Options command, PhoneBook
menu, 336

Search Options dialog box, 336
Search Results view, 86, 114, 288, 377
Searching

(See also Filters), 203

(See also Finding), 288

Help, 340

PhoneBook names, 336

See All Recurring Notes command, 44,
45, 332

Send Cancellation dialog box, 241
Send Decline dialog box, 245

Send Graphics As command,
Preferences submenu, 348

Send Graphics Selection As dialog box,
346, 348

Send Invitation dialog box, 244
Send Mail command, 261
Send Meeting Notes dialog box, 238

Send Meeting Request dialog box, 233,
239

Send Text As command, Preferences
submenu, 348

Send Text Selection As dialog box, 346,
348

Sending
mail, 238, 261

meeting requests, 233, 238, 243,
244

Shooter, via, 346

Sending information between non-
ECCO programs, 144

Sending information from ECCO, 142
Sending information to ECCO, 141
Setting up
ECCO, 9
pages (See Page setups), 286
printer, 286
synchronization, 257, 265
time & expense billing, 213
Settings (See Default, Preferences), 320

Setup command, Synchronize submenu,
257, 265

Setup for Remote Synchronization
dialog box, 257

Setup Time Expense Billing dialog box,
213

Share command, 223, 225

Share This File command, Network
submenu, 261

Shared columns, 231
Shared file, 377
Shared File Status
File Properties command, 229
Shared files
(See also File sharing), 228
deleting, 229
opening, 228, 259
other, 223
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Shared folders, 230, 231
Shared forms, 232
Shared items, 229, 230
Shared meeting resources, 248
Shared Notepads, 230
Shooter, 346
compatibility, 145
described, 377
displaying, 140
introduction to, 139
menu, 341, 346
setting preferences, 141
Shortcut Keys command, 340
Shortcuts
(See also Drag and drop), 90
Help on, 340

Shooter menu (ECCO preferences),
320

Show All Names command, 336

Show Columns command, 47, 114, 184,
187, 323

Show command, Shooter menu, 348
Show Day Details command, 21
Show Dynamic Help command, 341
Show Folder Column command, 345
Show Form At Right command, 338
Show Full Columns command, 338

Show Group Calendar command, 242,
332

Show Home Folder command, Column
menu, 326

Show Item in Calendar Tickler Section
dialog box, 317

Show Item Info
command, 179, 180, 295
dialog box, 180, 295

Show Labels command, Outline labels
submenu, 301

Show Labels command, Outline Labels
submenu, 84

Show Levels

command, 296

dialog box, 296
Show Related Dates command, 51
Show Sub-ltems command, 296

Show Tickler Section on Top command,
23, 332

Show/Hide Toolbar button, 91
Sidebar, 17, 19, 22, 332, 377
Sidebar Shows command, 22, 332
Simple alarms, 36, 40
Size

font point size, 299

OLE objects, 291

outline styles text, 300

page, 278, 284
Size command, Format menu, 299

Skip Label & lcon command, Outline
labels

submenu, 301

Skip Label & lcon command, Outline
Labels submenu, 84

Sort Items dialog box, 88, 303
Sort View command, 88, 303
Sorting, 47, 88, 193, 303
Sort Down command, 47
Sort Up command, 47
Sort View command, 47
Sounds, 38, 350

Specify Folders and Column Values
dialog box, 169, 346

Split tem command, 295
Splitting

items, 295

windows, 290
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Stamp, date/time, 290
Standard column sets, 192

Start of day/week (Calendar options),
23

Starting ECCO, 10, 320
Status
meeting attendees, 240
Status area, 378
Status area (Calendar), 36, 42
Status bar, 14, 341
described, 377
Status icons (Calendar), 17, 36, 42
Style command, Format menu, 299
Styles
applying, 299
character formatting, 77
outline styles, 81, 300
Subfolder, 378
Subfolders, 166, 195
Subitem, 378
Subitems

(See also Outline notes), 331, 332,
336

adding, 295

hiding, 297

showing, 296

sorting, 88
Submenu, 378
Submenus, 93
Subscript style, 299
Sum command, 191
Summary, 378
Summary display, 20, 21
Sums, 191
Superscript style, 299
Switching between

(See also Viewing), 292

detail and summary displays of
Calendar, 21

files, 15

other programs and ECCO, 348,
349

panes, 290

views, 14
Synchronization

described, 378

Synchronize command, 253, 254, 255,
257, 265

Synchronizing files
automatically, 254
described, 251, 265
exporting changes, 252, 253, 255,
266
files created, 251
importing changes, 253, 255, 266,
268
mail, using, 255
manually, 253
methods, 252
remote access, 254, 267
setup, 257, 265
terminology, 251

System requirements, 9

Tab command, Insert submenu, 290

Tab scrolling buttons, 14

Tab-delimited text files, 105, 110

Tabs
inserting in items, 290
view tabs, 13, 14

Task lists (See Ticklers), 31

Technical Support, 6
e-malil, 6
newsgroup, 6
online, 6

Telephone button, 378

Templates
creating, 11
default folders, 167
described, 378
opening, 259
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opening files based on, 11
Text column or folder, 379
Text columns or folders

changing folder type, 342

described, 176, 188

inserting, 323

properties, 324

Text command, Folder Type submenu,
342

Text files, 105
Text touchup, 379
Text touch-ups, 79, 80, 299
Text Touch-Ups command, 79, 80, 299
Text, sending with Shooter, 346, 348
Three-month sidebar display, 22
Thumbnails
three months in sidebar, 22
viewing Calendar by year, 20
Tickler section, 379
show on top, 332
switching to, 290
Ticklers
adding, 31, 33, 328
alarms for, 36
changing, 34
command, Tools menu, 31, 317
creating, 31, 33
described, 31, 379
marking as done, 33, 34, 297
options, 23
removing, 34
section described, 31
show on top, 23

showing item in Tickler section,
177, 317

sorting, 88
summary display, 21
Tickler section described, 17
Time
(See also Appointments, Dates), 25

billing for, 213, 214, 215, 217
date/time stamp, 290
keeping available, 353
logging, 216, 319
zone (options), 23
Time & Expenses command, 213, 217
Time Logger
command, 216
dialog box, 216
Time Logger command, 319

Time, Date, Alarm, etc. command, 25,
331

Timelines (See Gantt columns), 324
Timex® Data Link", 313
Timex® Data Link" watch, 119
Today, returning to, 17, 19
To-do's
(See also Ticklers), 31
default folders, 167
described, 31
Toolbar
adding buttons, 92
adding submenus, 93
command, Tools menu, 92, 93, 319
customizing, 91, 92, 319
described, 13, 91
described, 379
dialog box, 92, 319
hiding, 91
reorganizing, 93
Shooter, 348
Tools menu, 303
Top pane, 290
Top-level item, 379
Top-level items, 88, 181
Totals, 191
Tracking projects

(See Gantt columns, Related dates),
48

(See Related dates), 48
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Tracking time & expenses (See Billing),
213

Tutorial, 5

Typing items into a view, 169
Underline style, 299

Undo command, 286
Uninviting attendees, 240
Untitled files, 259

Up command, Move Items submenu,
297

Use with Calendar command,
PhoneBook menu, 339, 340, 341

Use with PhoneBook command,
Calendar menu, 28, 332, 333

User database, 379
User identification, 379
User's Guide, 5
Users
choosing, 225, 235, 236, 237
name for reports (preference), 320
Vacations
(See also Holidays), 23
multi-day appointments, 28
Value edit box
described, 380
editing values, 186
entering values, 186
Values
calculating, 191
deleting, 186
described, 379
editing, 186
entering, 183, 186
finding, 86
list of (See Pop-up list columns or
folders), 342
sets of (See Forms), 307
showing item info, 179, 180, 295
sorting by, 88, 193

Version of ECCO, 341
View By Form dialog box, 201, 310
View Folder's Items command, 346

View Item by Form command, 201,
217, 310

View menu, 292

View tabs, 13, 14

Viewing
(See also Switching between), 14
alarms, 316
Calendar, 14, 17, 19, 20, 292
folder contents, 173, 179

folder in Scratch Notepad, 165,
173, 346

folder window, 165, 294
items by form, 201, 217, 310
Notepads, 14, 292, 293
PhoneBook, 14, 292
related dates, 51

Views

(See also Calendar, Notepads,
PhoneBook), 1

adding to window, 294
defined, 163
described, 1, 14, 380
Help on, 340
Make Public, 230, 295
removing from window, 294
switching between, 14
typing items in, 169

Week
button, 17, 20
start of (options), 23
viewing Calendar by, 17, 20

Weekday events (See Recurring events),
353

Width
column, 187
command, Column menu, 187
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Width command, Column menu, 326
Width, column, 324, 326
Windows
adding views to, 294
Calendar, 17
ECCO program window, 13
Meeting Mail, 242, 293
panes, 290
removing views from, 294
splitting, 290
Windows programs (See Other
programs), 348

Workgroup Directory, ECCO (See
ECCO Workgroup Directory), 221

Workgroup Settings

command, 222

wizard, 221, 222
Working copy of file (See Replica), 251
Working online, 254
World Wide Web browsers, 218, 313
Year

button, 17, 20

moving to, 19

viewing Calendar by, 17, 20

Yearly events (See Recurring events),
353

Zoom button, 166
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Easy Acrobat Reader Instructions

These instructions provide simple help in using Adobe Acrobat to read PDF files. For more
detailed information, consult the help file that comes with the reader. You access this file
from the help menu (the question mark) on a Macintosh or from the Acrobat Help menu on
a PC. This guide addresses three topics:

What's on your desktop
» Managing your view of a document
* Navigating around your document

Click on one of these topics to get more information.

The fastest, easiest way to improve the legibility of any PDF file is to enlarge

your view of the file. The magnification icon, , in the status bar at
the bottom of the window, displays the current magnification. Click the icon
to select a greater magnification or enter a desired magnification amount.



What’s on your desktop

Click Here | To Do This

See only the document’s page without Bookmarks or Thumbnails. Use this
button to use the maximum screen area to read pages.

i See the bookmarks (the document’s table of contents) and the document’s

== page. Use this button to jump from one chapter or section to another. To

adjust the screen areas used for the bookmarks and the page, position the
cursor over the vertical line between the areas and drag to the left or the
right.




Managing your view of a document

Click Here

To Do This

O

See each page at 100% magnification.

See all of each page. The magnification changes to get all of the page,
including all margins, on the screen.

See all of the page’s width, including left and right margins. Use the Option
key (Macintosh) or Control key (Windows) to eliminate the margins. This is
the easiest way to get the most magnification that will still show all of the
text or graphics across a page.

&

Zoom in on a page by doubling the magnification.

=)

Zoom out on a page by halving the magnification.

3, 100% *

Choose the magnification from 50% to 800% or enter an amount.

&

Move the page around so you can see a different part of it, with scrolling or
changing the magnification.




Navigating around your document

Click Here | To Do This

| Go to the top of the page that has the text next to the bookmark. Note that
you first must be displaying bookmarks.
H Go to the first page of the document.
1 Go to the previous page of the document.
b Go to the next page of the document.
H Go to the last page of the document.
ﬂ Find the first page that has specified text on it.
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